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1. Security

Security Roles Defined in the Application

The following Security Roles have been defined in the application. A brief description of what
each of the roles can do is provided below.

User Roles

All COFO and Benchmarking Roles are restricted to the associated Institution and affiliates
where applicable:

1. COFO Admin — Access to Add Users for their Institution as COFO Reporters, COFO
Approvers and COFO Guests
— Ability to Maintain users for their Institution (unlock, change password,
inactivate or reactivate)

2. COFO Reporter — Access to upload and delete completed Excel Templates
— Ability to enter/edit/delete variance comments as required
— Change the Submission status on a template upload to Ready for
Approval.

There can be multiple reporters per institution but only one at a time can submit data for
processing.

3. COFO Approver — Access to view data belonging to their institution
— Access to view data belonging to any of the affiliates that are
associated with their institution
— Access to authorize his/her institution’s data submission to the
Approved level.

4. COFO Guest — Ability to view data in the system for the Institution assigned. The COFO
Administrator can add these users for their institution. If these users are in the system
already under another institution, then they will have to be given a second User name for
the COFO Guest access.

5. COFO Survey - Ability to access the Survey related pages. This user role is used in
connection with the COFO Reporter and COFO Approver. If a COFO Reporter has the
survey role, they will be able to enter survey information for their Institution and mark it
Ready for Approval. If a COFO Approver has the survey role, they will be able to review
their Institution’s submission and mark it Approved or put it back to Pending for changes.

6. FRC Members — Read only access to view all submissions to assist in verifying
accounting consistency across institutions. While they have access to view all
institutions information, they are still associated with a single institution on the User
setup page.

FRC Members can only be added by the COU Administrator.
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7. CSAO Members — this group was added primarily to receive email communications from
the application. This role can only be added by the COU Administrator. It is assumed
that users assigned to the role will not log-in to the application, however, nothing stops
them from doing so.

8. Benchmarking Admin
— Access to Add Users for their Institution as Benchmarking Inquirer, Benchmarking
Coordinators, Benchmarking Admin and Benchmarking Approvers.

— Ability to Maintain users for their Institution (unlock, change password, inactivate or
reactivate).

— Access to the Benchmarking Interactive Reporting.

9. Benchmarking Coordinator
— Access to upload Benchmarking Excel Templates
— Ability to change the Submission status on a template uploaded from “Pending” to
“Ready for Approval”.
— Access to the Benchmarking survey history page.
— Access to the Benchmarking Interactive Reporting.

10. Benchmarking Approver
— Access to approve or deny a template in “Ready for Approval” status
— Ability to download and review the uploaded benchmarking template.
— Access to the Benchmarking Interactive Reporting.

11. Benchmarking Inquiry
— Access to the interactive reporting tool for the Benchmarking data
— Access to the Benchmarking survey history page.
— Access to the Benchmarking Interactive Reporting
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Adding a New User

Log in to the COU-COFO Online Reporting Application as the COFO Administrator or the
Benchmarking Administrator. From the Main Menu, select the ‘Users’ menu option in the

Administration section.

Main Menu

Survey

Benchmarking Survey History
Interactive Reporting
Benchmarking Interactive Reporting
Information

Institutions
Templates

Administration

—tPp Users

ote i |
i1 UNIVERSITIES  COFO Online Reporting

Hello, jwalters1

Current Year Report/Survey Submission Deadline

Log off

Launch Date

Dead Line

Annual COFQ Template Monday, August 24, 2020
Financial Health Indicators Survey Monday, September 21, 2020
Benchmarking Template Monday, October 26, 2020

Audit Fees Survey

Monday, January 04, 2021

Friday, October 02, 2020
Friday, October 16, 2020
Friday, November 06, 2020
Friday, January 28, 2021
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The following Users page will appear. If you are a COFO Administrator or Benchmarking Admin,
you will only be able to see the Users associated with your Institution.

Click on the ‘Add new record’ option at the top of the page to access the setup page.

Main Menu

Users

UNIVERSITIES COFO Online Reporting

> |+ |Add new record

|'% | Refresh

User Name

First Name

Last Name

Email

Institution

Active

Roles

[ o]

Edit aSjordan

Edit bgrisdale

Edit ibruni

Edit jwaltersl

Edit krousseau

Edit msnowdon

Ang

Billi

Ivana

Judy

Kramer

Michael

Fu

Grisdale-Briski

Bruni

Walters-Test for Univ

Rousseau

Snowdon

diegoalexis@hotmail.com

diego.suarez@tgtsolutions.com

diego.suarez@tgtsolutions.com

Judy.walters@tgtsolutions.com

diego.suarez@tgtsclutions.com

diego.suarez@tgtsolutions.com

Algoma University

Algoma University

Algoma University

Algoma University

Algoma University

Algoma University

True

True

True

True

True

True

Benchmarking Coordinator
COFO Reporter

COFQ Survey

COU Admin

Benchmarking Admin
Benchmarking Coordinator
COFQ Reporter

COFO Survey

COFO Reporter
COFO Survey

Benchmarking Admin
COFQ Admin

COFO Appraover
COFO Guest
COFO Reporter
COFO Survey

Benchmarking Inquiry
COFO Guest

Benchmarking Admin
Benchmarking Approver
Benchmarking Coordinator
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When the setup’ page appears, enter the User Information. The format for the User name
should be first initial last name. For example, John Smith would be jsmith.

Users

+ | Add new record '% | Refresh

User Name First Mame Last Mame Email Institution Active  Roles
[ Jom|l_
Employee Details

Personal Info: Role(s)
- Choose one or more roles from the list below

Uzername: Please fill in user name : s i
for this user. A selection is required.
FirstName: Wl in first name COFO Admin
Last Name: Plegse fill in lost name Clcoro Approver
Email: Plegse fill in email [IcOFO Guest
Laurentian University A [coro Reporter

nstitution: For Institution/Organization users, please select the [ koFo Survey

primary institution from the drop down list.

For COU users, choose (ALL). CSA0 Members
[Change Password FRC Members

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character.

Password:
[Confirm Password:
JActive: [¥] Active

Locked Qut [CJun-check the box to un-lock this user account.

| Delete || Insert || Cancel

The COFO Administrator or Benchmarking Admin’s Institution will default automatically in the
Institution box.

Enter a password for the new user keeping in mind that it follows the COU password standards.
The password standard is noted above the Password field.

Ensure that the Active box is selected to ‘activate’ the User.
Check the Role(s) that this User is being assigned and then click on the Add button. The COFO
Administrator and Benchmarking Admin can only select the COFO and Benchmarking roles.

Roles that you cannot access will not be listed.

All of the fields displayed on the page must contain information for the system to add the New
User. If a field is missing, the system will prompt you to complete the required fields.

Once all of the fields are populated, click on the button to add the new User.
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An example is as follows:

Users
|+ | Add new record |'% | Refresh
User Name First Mame Last Mame Email Institution Active  Roles
lohn T
Edit JSmith John Smith judywalters@tgtsolutions.com  Laurentian University True COFQO Reporter

Employee Details
Personal Info: Role(s)
- Choose one or more roles from the list below

|Jsername: JSmith . s )
for this user. A selection is required.
FirstMame: John COFO Admin
Last Mame: Smith Ccoro Approver
Email: Judy.walters@tgtsolutions.cc [JcoFo Guest
Laurentian University ~ Micoro Reporter

netitution: For Institution/COrganization users, please select the Ccoro Survey

primary institution from the drop down list.

For COU users, choose (ALL). C5A0 Members
IChange Password ERC Members

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character,

Password: sEssssseEs

IConfirm Password: ssssseseEe

Active: Active

Locked Out [CJun-check the box to un-lock this user account.

| Delete || Update || Cancel
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Email Notification to a New User

Once a new User has been defined and the information inserted, the application will send an
email to the new User with their User ID and their Password, using the email address entered
when the User was setup.

The email will come from COU Reporting (cousupport@tgtsolutions.com) and will contain the
following information:

From: COU Reporting <cousupport@tgtselutions.com =

To: judy.walters @tgtsolutions. com

Cc

Subject: COFO Online Reporting - New User
_R-l-l-l-z-|-E-|-4-|-E-|-5-|-_7-|-5-|-E-|-1:--|-11-|-12-|-1E-|-14-|-1E-|-15-|-1_T-|-15-|-1E-|-2:--|-21-|-22-|
= 0 0 7 0 0 0 0 7 0 7 ; 0 7 0 : 7 0

Welcome to the COFO Online Reporting System.

Your User Name is JSmith
Your Password is Welcomel!

Note: Please ensure vou enter the password exactly as shown.
Once you have successfully logged in, you can change your password by clicking on the “Welcome™,

then “My Settings’ link at the top of the page within the COFQ Online Reporting Svstem.

For additional information on how to use the COFO Online Reporting Svstem please refer to the COFO User Instruction Manual.

Thank-vou
cou

The User can access the application using the link in the email.
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Inactivating or Re-activating a User

Log in to the COU-COFO Online Reporting Application as the COFO Administrator or the
Benchmarking Administrator. You will only be able to update users associated with your
Institution.

From the Main Menu, select the ‘Users’ menu option in the Administration section.

Hello, jwalters1 Log off

- -.- I ‘
i1 UNIVERSITIES  COFO Online Reporting
Main Menu

Survey
Benchmarking Survey History

Interactive Reporting

Benchmarking Interactive Reporing Current Year Report/Survey Submission Deadline
Information
Institutions Launch Date Dead Line
Templates Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
A ESiration Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020
—1» Users Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021
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When the ‘Users’ page appears, the status for the User appears in the ‘Active’ column on the
right. True means they are active. False means they are not active.

Users
| + | Add new record |'% | Refresh
User Name First Name Last Name Email Institution Active  Roles
I = ) |
Benchmarking Admin
Benchmarking Approver
Benchmarking Coordinator
Edit AWhissell Andre Whissell diego.suarez@tgtsolutions.com  Laurentian University  True COFO Admin
COFO Reporter
COFO Survey
FRC Members
COFO Admin
Edit CChaput Carole Chaput Jjudy.walters@tgtsolutions.com  Laurentian University  True COFQ Reporter
COFO Survey
Benchmarking Approver
Edit nlavalles Norm Lavallee Jjudy.walters@tgtsolutions.com  Laurentian University  True COFO Approver
COFO Survey
Edit tfleury Tracy Fleury diego.suarez@tgtsolutions.com  Laurentian University  True Benchmarking Inquiry
Edit  JSmith lohn Smith Jjudy.walters@tgtsolutions.com  Laurentian University  True COFO Reporter

Prepared by TGT Solutions Inc-Version 9
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Click on the Edit word beside the User Name of the User that you are going to inactivate or re-
activate. When the ‘User Information detail’ page opens, uncheck the ‘Active’ checkbox to
inactivate the User. Then click on the ‘Update’ button at the bottom of the page.

Users

Password:
[Confirm Password:
JActive:

Locked Out

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character,

(LRI L LT ]

(LRI L LT ]

Active

[Jun-check the box to un-lock this user account.

|+ | Add new record |'% | Refresh
User Name First Name Last Name Email Institution Active  Roles
lohn T
Edit | JSmith John Smith judy.walters@tgtsclutions.com  Laurentian University  True COFO Reporter
Employee Details
Personal Info: Role(s)
Usernarme: - ChoF:se one or more rc:.les fFCII:I"I the list below
for this user. A selection is required.
FirstMame: John COFO Admin
Last Mame: Smith Ccoro Approver
Email: Judy.walters@tgtsolutions.c [JcoFo Guest
Laurentian University ~ Micoro Reporter
netitution: Fc_r InstiFutignIQrganizatian users, pleasg select the Ccoro Survey
primary institution from the drop down list.
For COU users, choose (ALL). CS5A0 Members
IChange Password ERC Members

| Delete || Update || Cancel

Once the change is saved, the system will return you to the ‘Users’ page where you can confirm
that the change took effect by reviewing the information in the ‘Active column. The Users’ active
status will change to False as we inactivated them.

Users

| + |Add new record |'% | Refresh
User Name First Mame Last Name Email Institution Active Roles
John OT
Edit JSmith John Smith judywalters@tgtselutions.com  Laurentian Uni\rerst False I:OFO Reporter
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To activate a User that is currently inactive, select the User from the list and click on the Edit
word. Check the ‘Active’ checkbox to make them active again. Then click on the ‘Update’ button
at the bottom of the page.

Users
| + | Add new record |'% | Refresh
User Name First Name Last Mame Ermnail Institution Active Rales
John OoT
Edit JSmith John Smith Judy.walters@tgtsclutions.com  Laurentian University  True COFQ Reporter

Employee Details
Personal Info: Role(s)
- Choose one or more roles from the list below

Usernarme: ; o .
for this user. A selection is required.
FirstName: lohn COFO Admin
Last Name: Smith [coFo Approver
Email: judy.walters@tgtsolutions.ce [ICOFO Guest
Laurentian University A Wicoro Reporter
nstitution: Fc.r InstiFuti?nI(.}rganizatian users, please. select the ClcoFo Survey
primary instituticn from the drop down list.
For COU users, choose [ALL). CSA0 Members
[Change Password
To change the password, enter the new password and the FRC Members
confirm-password below. Leave these fields blank ta keep
the same password.
A Password must be at least 7 characters long and must
centain both a number and a special character.
Password:

IConfirm Password:

Locked Out [CJun-check the box to un-lock this user account.

| Delete || Update || Cancel

When you are reactivating a User, the Password should also be updated as it is highly likely, the
User will not remember their previous password. Once the page is saved, the system will send
the updated User an email with their new password.
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Changing a Password for a User

There are two ways a password can be updated for a User:

1. It can be changed on the User Edit link by the COU Administrator or by the COFO
Administrator or the Benchmarking Admin if the User is associated with their Institution.

2. Orit can be requested by the User from the application if the User has forgotten their
password.

Option 1: Changing it using the User Edit page

Log in to the COU-COFO Online Reporting Application as one of the three Administrators. From
the Main Menu, select the ‘Users’ menu option in the Administration section.

Hello, jwalters1  Log off

= |
i UNIVERSITIES  cOFO Online Reporting
Main Menu

Survey
Benchmarking Survey History

Interactive Reporting

Benchmarking Interactive Reportng Current Year Report/Survey Submission Deadline
Information
Institutions Launch Date Dead Line
Templates Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
AT T Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020
— P uses Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021
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Select the User to be updated from the User list on the ‘Users’ page, by clicking on the Edit
word beside the User Name field or the User Name can be entered in the Search box above the
column to find the User in the list. You can enter the full name or some partial text to find the
user. Once entered, tab out of the field and the application will do the search for you.

Users
|+ Add new record |'% | Refresh
User Name First Name Last Name Email Institution Active  Roles
bi Orr
Benchmarking Admin
Edit bgrisdale Billi Grisdale-Briski diego.suarez@tgtsolutions.com  Algoma University  True Benchmarking Coordinator
g ge. g ' g Y COFQ Reporter
COFO Survey
Click on the Edit word beside the User Name to open the information page:
Edit JSmith John Smith Judy.walters@tgtsclutions.com  Laurentian University  True COFQ Reporter

Employee Details
Personal Info: Role(s)
- Choose one or more roles from the list below

Username: . i .
for this user. A selection is required.
Firsthame: John COFO Admin
Last Name: Smith Ccoro Approver
Email: Jjudy.walters@tgtsolutions.ce [JcOFO Guest
Laurentian University = Mcoro Reporter

nstitution: For Institution/Crganization users, please select the CleorFo Survey

primary institution from the drop down list.

For COU users, choose [ALL). C5A0 Members
IChange Password FRC Members

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character.

\ Password:
[Confirm Password:

[Active: [ Active

L ocked Out [Un-check the box to un-lock this user account.

| Delete || Update || Cancel

Enter the new Password and the Confirm Password information and click on the ‘Update’
button. The Password must conform to the standards defined by COU noted above the
Password fields.

Once the page has been saved, the application will send an email to the User with their updated
password, using the email address entered for the User.
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The email will come from COU Reporting (cousupport@tgtsolutions.com) and will contain the

following information:

From: COU Reporting <cousupport@tgtsolutions.com>
To: judy.walters@tgtsolutions. com
Co
Subject: COFO Online Reporting - Password Changed
_E'I'l'I'Z'I'E'I'4'I'E'I'S'I'_-_"I'E'I'E'I'l:"I'll'l'lE'l'lE'|'14'|'15'|'15'|'1.-_"|'15'|'15'|'2:"|'21'|'22'|'23'|'24'|
Hello,
Your password has been reset.
Please return to the COFO Online Reporting Svstem and login using the new password below.
Password: Welcomel!
Note: Please ensure vou enter the password exactly as shown.
Once vou have successfully logged in. you can change your password by clicking on the “Welcome",
then “My Settings’ link at the top of the page within the COFO Online Reporting System.
For additional information on how to use the COFO Online Reporting System please refer to the COFO User Instruction Manual.
Thank-vou
cou
The link in the email can be used to log into the application if needed.
Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 17
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Option 2: Users Requesting a New Password

If a User has forgotten their password, they have to navigate to the Sign-in page for the Online
Reporting Application and click on the ‘Forgot your Password?’ Link.

. I OF OWTAR|O
:*: UNIVERSITIES CcOFO Online Reporting

-
L]
-
L L]
-

Login

User name

Password

Log in

— Forgot your Password?

The Forgot your Password page will appear which will prompt the User to enter their email
address. Once the email address is entered, click on the Reset Password button.

i.:-. I .. | " " | .
33t UNIVERSITIES COFO Online Reporting

Forgot your Password

To reset your password, enter the email address associated with your account below, and then click 'Reset Password”.
You will receive an email with a new password within a few minutes.

Email: | Reset Password

Return to the login page

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 18



1GI

TGT SOLUTIONS

The following page will appear advising the User that the new password was emailed to the
email address they entered.

[
- i L]

it UNWERS|T|ES COFO Online Reporting

Thank-you. Your password has been sent to you.

Return to the login page

The email will come from COU Reporting (cousupport@tgtsolutions.com) and will contain the
following information:

From: cousupport@tgtsolutions.com

To: judy walters@tgtsolutions.com

Cc

Subject: COFO Online Reporting — Password Reset

_E'I'I'I'E'I'E'I'4'I'E'I'S'I'?'I'S'I'E'I'l:"I'11'I'lE'I'lE'I'14'I'IE'I'15'I'1_-_"I'15'I'1§'I'E:"I'El'I'EE'I""
Hello,

Your password has been reset.

Please return to the COFO Online Eeporting System and login using the new password below.

—» Password: Pri76tcj88:a3

Note: Please ensure vou enter the password exactly as shown.
Once vou have successfully logged in, vou can change vour password by clicking on the “Welcome’,
then "My Settings” link at the top of the page within the COFQO Online Reporting Svstem.

For additional information on how to use the COFQO Online Reporting Svstem please refer to the COFQO User Instruction Manual

Thank-vou
cou

From the Forgot your Password message page, there is a Return to the login page hyperlink
that will take you back to the COFO Online Reporting Application login page or the user can
click on the link in the email to access the application.

Once the COFO Online Reporting Application login page appears, enter you User Name and
the new password provided in the email. A cut and paste of the password to the sign in page
works well, as the passwords provided by the application are quite cryptic.
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If the email address entered is associated with more than one User name in the application
(COFO Reporter and a COFO Guest at another Institution), then the application will return the
following message when the Forgot your Password option is selected.

3% UNIVERSITIES CcOFO Online Reporting

Forgot your Password

To reset your password, enter the email address associated with your account below, and then click 'Reset Password'.
You will receive an email with a new password within a few minutes.

Username: | | Reset Fassword

More than one user account exists for the email address "judy.walters@tgtsolutions.com”.

Please enter the username for the account you wish to reset, or contact the COU Security Administrator.

Return to the login page

At that point, the system will ask you to enter the User Name you want the application to change
the password on. If a User has two User names in the application, they will have to reset the
password on each User name account, if they cannot remember either.
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Users Changing their own Password

Log in to the COU-COFO Online Reporting Application. Once logged in, the system will display
the Main Menu and the Landing Page. Using your cursor, click on the Hello, (username) in the
upper right hand corner of the screen (beside the Log off button).

c.:.n i( ( |
i UNIVERSITIES  cOFO Online Reporting
Main Menu

Annual COFO Templates

Current Year Report Files
Annual Report Files History
Validation Report

Hello, nlavallee

Log off

Audit Fees Survey

Monday, January 04, 2021

Veranes Repert Current Year Report/Survey Submission Deadline
Survey

Survey Submission Launch Date Dead Line

Financial Health Survey History Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
Benchmarking Survey History Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Interactive Reporting Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020

Friday, January 29, 2021

Financial Health Interactive Reporting
Benchmarking Interactive Reporting

Information

nstitutions

Templates
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The ‘My Settings’ page will appear:

Main Menu

Annual COFO Templates
Current Year Report Files My Settings

Annual Report Files History Employee Details

Validation Report Personal Info:

Variance Report

Username: nlavallee
Survey FirstName: Norm
Survey Submission Last Name: Lavallee
Financial Health Survey History ) ) )
Benchmarking Survey History Email: judy walters@tgtsolutior
Interactive Reporting Institution:

Financial Health Interactive Reporting Change Password

To change the password, enter the new
password and the confirm-password below.

Benchmarking Interactive Reporting

Information Leave these fields blank to keep the same
password.
Institutions
Templates A Password must be at least 7 characters long
and must contain both a number and a special
character.
Password:

Confirm Password:

‘ Update ‘ Cancel

Enter the new Password and the Confirm Password information and click on the ‘Update’
button. The Password must conform to the standards defined by COU. The standard is noted
above the password boxes for ease of reference.
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User Account is Locked Out

If a User has tried to log in to the application five times and they have been unsuccessful each
time, the application will lock out the User name they were trying to log into the application with.

A message will be displayed on the log in page telling the User their account is locked. At which
time, they will need to have the COU Administrator or the COFO or Benchmarking
Administrators for their University unlock their User name.

I.:-. ( |
%t UNIVERSITIES cOFO Online Reporting
Login

eset your password.

User name JSmith

Password

Log in

Forgot your Password?
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Unlocking a User

If a user has tried to log in to the application five times and has been unsuccessful, the user
name they were trying to log into will be locked by the application.

To unlock a User, log in to the COU-COFO Online Reporting Application as the COFO
Administrator or the Benchmarking Admin. From the Main page, select the ‘Users’ menu option.

Hello, jwalters1 ~ Log off

se’ CIL ¢ |
3 UNIVERSITIES  cOFO Online Reporting
Main Menu

Survey
Benchmarking Survey History

Interactive Reporting

Benchmarking Interactive Reportng Current Year Report/Survey Submission Deadline
Information
Institutions Launch Date Dead Line
Templates Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
AT T Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020
—b Users Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 24




1GI

TGT SOLUTIONS

When the ‘Users’ page appears, click on the User Name to be unlocked.

Users
|+ | Add new record |'% | Refresh
User Mame First Name Last Mame Email Institution Active  Roles
I R 1= 7] |
Benchmarking Admin
Benchmarking Approver
Benchmarking Coordinator
Edit AWhissell Andre Whissell diego.suarezi@tgtsolutions.com  Laurentian University  True COFQ Admin
COFQ Reporter
COFQ Survey
FRC Members
COFO Admin
Edit CChaput Carole Chaput Judy.walters@tgtsolutions.com  Laurentian University True COFO Reporter
COFQO Survey
Benchmarking Approver
Edit nlavallee Norm Lavallee Judy.walters@tgtsolutions.com  Laurentian University  True COFQ Approver
COFQ Survey
Edit  tfleury Tracy Fleury diego.suarez@tgtsolutions.com  Laurentian University True Benchmarking Inquiry
Edit  JSmith Jchn Smith Judy.walters@tgtsolutions.com  Laurentian University  True COFQ Reporter

The User Information page will appear. Uncheck the ‘Locked Out’ checkbox and click on the
Update button to save the change.

Password:
[Confirm Password:

JActive:

——»|Locked OQut

Edit JSmith lohn Smith Judy.walters@tgtsclutions.com  Laurentian University  True COFO Reporter
Employee Details
Personal Info: Role(s)
Username: . - Choose one or more roles from the list below
i for this user. & selection is required.
FirstMame: John COFO Admin
Last Mame: Smith DCOF{] ﬁpprnuer
Email: judy.walters@tgtsolutions.ce [JCOFO Guest
Laurentian University ~ Wicoro Reporter

nstitution: For Institution/Crganization users, please select the [JcoFo Survey

primary institution from the drop down list.

For COU users, choose [ALL). C5A0 Members
IChange Password FRC Members

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character,

Active

WlUn-check the box to un-lock this user account.

| Delete || Update || Cancel

Prepared by TGT Solutions Inc-Version 9

September 4, 2020

Page 25




1GI

TGT SOLUTIONS

Deleting a User

If a user no longer requires access to the COU-COFO Online Reporting Application, they can be
deleted from the application. The COU Admin will be able to delete any user in the application,
while the COFO and Benchmarking Administrators will only be able to delete users associated
with their University or Affiliate.

It is important to note that the delete function only removes the User from the User page. It does
not remove any reference to the user in tables or logs if they completed various functions in the
application (e.g. entering Survey information).

Deleted users can be re-added should the need arise. Follow the Add user process to re-add
the user.

To delete a User, log in to the COU-COFO Online Reporting Application as the COFO
Administrator or the Benchmarking Admin. From the Main Page, select the ‘Users’ menu option.

Hello, jwalters1 Log off

s UNIVERSITIES  COFO Online Reporting
Main Menu

Survey

Benchmarking Survey History

Interactive Reporting

Benchmarking Interactive Reporing Current Year Report/Survey Submission Deadline
Information
Institutions Launch Date Dead Line
Templates Annual COFQ Template Monday, August 24, 2020 Friday, October 02, 2020
A ESiration Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020
—P  Users Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021
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When the ‘Users’ page appears, click on the Edit word beside the User Name to be deleted.

Users

| + | Add new record |'% | Refresh

User Name First Mame Last Name Email Institution Active  Roles

T o

Benchmarking Admin

Benchmarking Approver

Benchmarking Coordinator
Edit  AWhissell Andre Whissell diego.suarez@tgtsolutions.com  Laurentian University  True COFO Admin

COFQ Reporter

COFO Survey

FRC Members

COFO Admin
Edit CChaput Carole Chaput Judy.walters@tgtsolutions.com  Laurentian University True COFQ Reporter
COFO Survey

Benchmarking Inquiry

Edit Ihayes Lorella Hayes diego.suarez@tgtsolutions.com  Laurentian University  True CSAO Members
Benchmarking Approver
Edit nlavallee Norm Lavalles judy.walters@tgtsclutions.com  Laurentian University  True COFO Approver

COFO Survey

Edit tfleury Tracy Fleury diego.suarez@tgtsolutions.com  Laurentian University  True Benchmarking Inquiry
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The User Information page will appear:

Benchmarking Inquiry

Password:
[Confirm Password:
A\ ctive:

Locked Out

To change the password, enter the new password and the
confirm-password below. Leave these fields blank to keep
the same password.

A Password must be at least 7 characters long and must
contain both a number and a special character.

Active

[Cun-check the box to un-lock this user account.

Edit lhayes Lorella Hayes diego.suarez@tgtsolutions.com  Laurentian University True CSAD Membars
Employee Details
Personal Info: Role(s)
Username: - Chagse one or more ro_les frc}m the list below
for this user. A selection is required.
FirstName: Lorella
Last Mame: Hayes [Ccoro Approver
Email: diego.suarez@tgtsolutions.c LJCOFO Guest
Laurentian University - Clcoro Reporter

nstitution: For Institution/Crganization users, please select the CkoFo Survey

primary institution from the drop down list.

For COU users, choose (ALL). ~'CSA0 Members
IChange Password FRC Members

| Delete || Update || Cancel

At the bottom of the page, click on the button. The following message will appear
confirming that you want to delete the user:

Fa

Message from webpage

[t

Click on the OK button to proceed or the Cancel button to return to the Users page.
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Once the User is deleted, the application will return you to the Users page. The User removed
will no longer appear in the list.

Users

| + | Add new record |'% | Refresh

User Name First Mame Last Name Email Institution Active  Rales

I = - /)

Benchmarking Admin

Benchmarking Appraver

Benchmarking Coordinator
Edit AWhissell Andre Whissell diego.suarez@tgtsolutions.com  Laurentian University True COFO Admin

COFO Reporter

COFO Survey

FRC Members

COFO Admin
Edit CChaput Carole Chaput judy.walters@tgtsolutions.com  Laurentian University True COFO Reporter
COFO Survey

Benchmarking Appraver
Edit nlavallee Marm Lavalles Judy.walters@tgtsolutions.com  Laurentian University True COFQ Approver
COFO Survey

Edit tfleury Tracy Fleury diego.suarez@tgtsolutions.com  Laurentian University  True Benchmarking Inquiry
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System Time-out Notification

When you log into the application, there are settings that track when you log in and whether or
not your session is active. To control connections, the application is designed to time out your
session if 60 minutes has passed with no activity.

About 10 seconds prior to the application timing you out, the following message will appear to
advise you that your session is about to expire:

Session Expiration Warning
Your sessbon will expire in 4 seconds

CHEE On QK Lo Conlinug your Se5$i0n

If you click on the OK button before the countdown gets to zero, you will reset your timeout
minutes to 60 and you can continue with what you were doing in the application.

If you don't click on the OK button, the following message appears:

Sassion Expired
Yiour session has sxpired
Some data may have been lost. Please review

Click OK to return 1o the login screen

Once this message appears, you have been disconnected from the application and you will
have to log back in to resume your updates. It is important to note that if you had not saved your
updates prior to the system timing you out, you will have lost any changes that were not saved.
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2. Templates

Obtaining a copy of the current year COFO Template or Elimination Entry

Template

Log into the COU-COFO Online Reporting Application. From the Main Menu, go to the Annual
COFO Templates Section and select the ‘Current Year Report Files’ menu option.

Main Menu

Annual COFO Templates

Submit Report

Current Year Report Files
Annual Report Files History
Walidation Report

Variance Report

( I
i3 UNIVERSITIES  cOFO Online Reporting

Hello, Dtavard

Current Year Report/Survey Submission Deadline

Log off

Survey

Launch Date

Dead Line

Survey Submission
Financial Health Survey History
Benchmarking Survey History

Interactive Reporting

Annual COFO Template Monday, August 24, 2020

Financial Health Indicators Survey Monday, September 21, 2020
Benchmarking Template Monday, October 26, 2020

Audit Fees Survey Monday, January 04, 2021

Friday, October 02, 2020
Friday, October 16, 2020
Friday, November 06, 2020
Friday, January 29, 2021

Financial Health Interactive Reporting
Benchmarking Interactive Reporting

Information

Institutions

Templates

The following page will appear:

Main Menu

Current Year Report Files

Submission

Name Institution Year Report Variance Check Status Modified Updated By
[ [ [ [ [ =]

2019-2020 _UW_Elimination Waterloo, University of 2019-20 Elimination Entry nfa Un-Published 09-04-2020 15:46 sysadmin

2019-2020 _UW_Report Waterloo, University of 2019-20 COFQ Template Yes Un-Published 08-05-2020 00:57 sysadmin

Click on the ‘COFO Template’ or the ‘Elimination Entry’ file under the Name column to download

and save a copy to Excel.

Do you want to open or save 2019-2020 _UW_Report.xls from 192.168.0.1367

Open Save >

Cancel
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COFO Template Upload Process Overview

When the Institution has completed the update of the Templates in Excel, they are ready to
upload them into the COU-COFO Online Reporting Application.

When entering information into the excel templates, the following items must be kept in mind:

All numbers are to be entered as even thousands.

No decimals are to be entered in either template.

Do not enter dashes or spaces in any excel entry fields.

Do not enter negative numbers in the Elimination template. They are added by the
application during the upload process.

During the template upload process, the application completes a series of checks and
validations to ensure the integrity of the template submission. The first check that the system
completes is the Version Control Check.

Version Control Check

If the version of the template that the user is trying to upload does not agree to the Version
Control Number associated with the Template type, the application will not proceed to the next
series of checks. It will return a message to the user advising them that they are using the
wrong template version and it has to be corrected in order to proceed. See snapshot below for a
copy of the message.

e Hello, CQ
i1t UNIVERSITIES  cOFO Online Reporting
Main Menu
Annual COFO Templates
Submit Report Submlt Repor‘t
Current Year Report Files
Annual Report Files History Institution Laurentian University ¥
Validation Report
Variance Report Year 2019-2020 -
Survey Type COFO Template -
Survey Submission
Financial Health Survey History Document Select
Interactive Reporting . o
Variance/Validation Validation and Vaniance ™
Financial Health Interactive Reporting
Information B suomi N
nstitutions ; I
[ The template version you are uploading is not correct and must be corrected in order to proceed.
Templates
J
it Submission Status: Pending
Users
Variance Checks: No

Once the version control check is complete and successful, the application will do the Validation
or Validation and Variance checks depending on the options selected on the Submit Report

page.
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Validation

The validation check process performs two separate checks. The first check looks at the
Opening Balances on Table 1 to see if they agree to the Closing Balances from last year's
submission.

The second check process confirms that all of the checks listed at the bottom of each table in
the excel template are in a ‘Passed’ status. If any of the checks are in an Error status, the
validation process will report a validation error for this check. It is important to note that Warning
messages are not flagged as errors by the Validation process.

Mote 1: Must agree with line 17 (Total) on Table 2. PASSED
Mote 2: Must agree with line 28 (Total) on Table 4. PASSED
MNote 3: Must agree with line S (Total) on Table 8. In line 05 "Total Ekpendable”, column 8 must exactly equal "Endowment”, column %, 2o that the sum of the two columns equalz zero PASSED
Mote 4: Net variations in appropriations must reconcile accordingty tg 0 PASSED
Mote 5: Must agree with line 13 (Total) on Table 14. PASSED

MNote 8 Amounts in row 09 must be identical to the amounts reporteld as the Balance - End of Year in last year's COFO report.
If amounts have been restated, the differences should be feconciled on Table 14.
Mote 7: Line 11 (Balance - End of the vear) must equal ling 16. PASSED
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If the Validation option is selected, it will only check for Validation errors and will notify the user
as to how many Validation errors were found. The system will also indicate that Variance

checks were not done by putting a No beside the Variance Check row.

Submit Report

Institution

Year

Type

Document

Variance/Validation

Submission Status:

Variance Checks:

Total Validation Errors: &

Download

| Laurentian University - |
| 2019-2020 ~
| COFO Template ™ |
Select
| Validation - |
B submi

Document Processed

Document Uploaded

Validation Complete
File successfully uploaded!

Pending
No <€——
11

It is important to note that when Validation is the option chosen, the template cannot be

submitted up to the next level (Ready for Approval) until both Validation and Variance have
been run, the Validation Errors have been corrected and all Variances have been explained.
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Validation and Variance

The Validation and Variance process will check that there are no validation errors in the
template and it will identify any Variances that have to be explained.

The Variance process checks the following:

e Whether or not any of the salaries and wages and benefits in the submission change by
+/- 20% year over year and whether the change is equal to and greater or less than
$100,000.

o Whether or not any of the expenses (excluding the salaries and wages and benefits) in
the submission change by +/- 50% year over year and whether the change is equal to
and greater or less than $100,000.

¢ Whether or not any of the revenues in the submission change by +/- 50% year over year
and whether the change is equal to and greater or less than $100,000.

Once the process is complete the ‘Submit Report’ page will indicate what differences were
found for each of the checks.
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When the Validation and Variance option is selected, the system will indicate that this option
was chosen by putting a ‘Yes’ beside the Variance Checks status.

Submit Report

Institution | Laurentian University |
Year | 2019-2020 - |
Type | COFQ Template - |
Document Select
Variance/Validation | Validation and Variance  ~ |
B submit

Document Processed

Document Uploaded

Validation Complete
Variance Checks Complete
File successfully uploaded!

Submission Status: Pending

Variance Checks: Yes 4
Total Validation Errors: ®  pownload T

Total Variances: ®  pownload 220

Variances Requiring Explanation: 220
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Reviewing Previous COFO Template Submissions

As each reporting year is rolled over for the next reporting year to start, all of the annual
template files submitted are moved to the Annual Report Files History page, which can be
accessed from the Annual COFO Templates section.

- f
e
Ll
e
LR}

Main Menu

Annual COFO Templates

Submit Report
Current Year Report Files

:*: UNIVERSITIES coFo

Annual Report Files History <
Validation Report
Variance Report

Note when selecting this page, the Main Menu will disappear to improve the page visibilty and to
limit the scrolling back and forth to see information. To go back to the Main Menu for a different

page, click on the Main Menu tab.

I ) (e}
: UNIVERSITIES COFO Online Reporting

Main Menu

Annual Report Files History

Hello, CChaput

Log off

Submission

Name Institution Year Report Variance Check tus Modified Updated By
[ [ [ [ [ L=
2013-2014_Laurentian _F5_2014-04-30
| _F5.. R ‘. . 227 - y
Laurentian University-F5-English Laurentian University 2013-14 Financial Statements nfa nfa 08-28-2015 11:34 awhissell
aa?:ﬁ?;%?ga"}l?“ (R Laurentian University 2014-15 Financial Statements n/a n/a 08-30-2016 2128 awhissell
2017-2018_Laurentian _Report Laurentian University 2017-18 COFO Template Yes Verified 08-28-2019 03:27 hchung
L o e Ul Laurentian University 2017-18 Financial Statements n/a n/a 08-28-2019 05:28 awhissell
Laurentian University-FS-English
ﬁ?‘}i’i?i;?“'en"a" -FS.2017-Laurentian Laurentian University 2016-17 Financial Statements n/a n/a 08-31-2018 04:19 awhissell
2012-2013 Laurentian _F5_2013-04-30 3 P c 0 a I~ e
Laurentian University-FS-ENGLISH Laurentian University 2012-13 Financial Statements nfa nfa 08-26-2014 21:15 awhissell
2009-2010_Laurentian _Elimination Laurentian University 2009-10 Elimination Entry n/a Verified 08-11-2011 18:42 mpiag
?iljn'jsllz;‘f:c'l‘:"‘g:;;ﬁsjf:f;"a" UniVersity . rentian University 2014-15 Financial Statements n/a n/a 08-30-2016 2128 awhissell
62?555?;%?;;;;““ -F5.2017-Laurentian Laurentian University 2016-17 Financial Statements nfa nfa 08-31-2018 04:19 awhissell
016-2017 Layrentian Report Laurentian University 016-1 COFQ Template Ye: rified 08-21-2018 04:10
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This page contains all of the submissions from 2008-2009 forward. Only the COU Administrator
will see all institutions. Universities and Affiliates will only see their own.

The submission can be opened by clicking on the File name and following the prompt boxes.
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Templates — Uploading and Approving the COFO Template

Step 1 — Getting ready to Upload the Template

Once a COFO template is complete in Excel and it is ready to be uploaded into the COU-COFO
Online Reporting Application, the COFO Reporter will log into the application. When you log into
the system, the Main Menu and Landing Page appeatrs.

«a'e

|
i UNIVERSITIES COFO Online Reporting

Hello, CChaput Log off

Main Menu

Annual COFO Templates

Submit Report

Current Year Report Files
Annual Report Files History
Validation Report

Current Year Report/Survey Submission Deadline

Variance Report

Survey -
Launch Date Dead Line
Survey Submission Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
Financial Health Survey History Financial Health Indicators Survey Manday, September 21, 2020 Friday, October 16, 2020
Interactive Reporting Benchmarking Template Monday, Octaber 26, 2020 Friday, November 06, 2020
- - Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021
Financial Health Interactive Reporting

Information

nstiiutions

Templates

Administration

Users

The pages and information related to the COFO Template process are all listed in the Annual
COFO Templates section of the menu.
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To submit the COFO template, click on the Submit Report menu to open the page. The
following page will appear:

I ) |
UNIVERSITIES COFO Online Reporting

Main Menu

Annual COFO Templates

Notes:
The document is not uploaded yet

Submit Report Subm|t Report

Current Year Report Files

Annual Report Files History Institution |Laurentian University v |

Validation Report

Variance Report Year | 2019-2020 - |

Survey Type | COFO Template v

Survey Submission

Financial Health Survey History Document Select

Interactive Reporting ) o
Variance/Validation | Validation and Variance v |

Financial Health Interactive Reporting

Information B supmi

nstitutions

Templates
Submission Status: Un-Published <————

Administration

Users Variance Checks: Yes
Total Validation Errors: ]
Total Variances: ]
Variances Requiring Explanation: 0
Variance Analysis by Table: & Download
Table 4 % Analysis Report: &
Financial Statements Uploaded: 0

Hello, CChaput

Prior to Uploading a template for an Institution, the status will be Un-Published for the
Institution/Year combination.
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Step 2 — Uploading the Template

The system defaults a number of the field values for you based on defaults set on the page and
in your security settings. Using the dropdown arrows beside each option, you can change the
defaulted values, if more than one is available.

Click on Select button beside the Document field and go to your desktop directory where the
template is located that you wish to upload. Once located, select it.

In the Variance/Validation field, there are two options to choose from as noted above. Validation
will always be required but the COFO Reporter can select:

¢ Validation and Variance or
e Validation.

Submit Report
Institution Laurentian University ~
Year 2019-2020 -
Type COFQ Template -
Document Select
Variance/Validation | v |
Validation and Varance
Validation Submit
Submission Status: Un-Published
Variance Checks: Yes
Total Validation Errors: 0

Pick one of the Variance/Validation options and click on the Submit button. The application will
do the applicable Version Control Check and the Validation and/or Variance checks, based on
what was selected and the Submission Status will change to Pending.
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The Section below the Submit button will provide information to the User on the results of the

Uploaded template. It will indicate that the document was processed, it was uploaded

successfully and what Validation and/or Variance Checks were done.

Screen shots of how the ‘Submit Report’ page appears after selecting the different Validation or

Variance options are as follows:

Validation and Variance

Submit Report

Institution | Laurentian University |
Year | 2019-2020 - |
Type | COFQ Template - |
Document Select
Variance/Validation | Validation and Variance  ~ |
B submit

Document Processed

Document Uploaded

Validation Complete
Variance Checks Complete
File successfully uploaded!

Submission Status:
Variance Checks:

Total Validation Errors: &  Download

Total Variances: & Download

Variances Requiring Explanation:

Pending

Yes

11

220

220
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Submit Report

Institution | Laurentian University ™|
Year | 2019-2020 |
Type | COFO Template )
Document Select
Variance/Validation | Validation 7|

B submit

Document Processed

Document Uploaded

Validation Complete
File successfully uploaded!

Submission Status: Pending
Variance Checks: No
11

Total Validation Errors: &  Download
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Once the status of the Template upload changes for an Institution from Unpublished to Pending,
emails are sent to the COFO Reporter and COFO Approver for the Institution uploaded to
advise them that the status has changed. A sample of the email is as follows:

From: COU Reporting <cousupport@tgtsolutions. com =

To: Carole Chaput

Cc

Subject: Status Change on your COFO Submission to COU

BL- ' - 1131 -3-0-4-1 -5 1-G-1-F-1-B-1-9 140 1-dl- 112 143 114
I T T T T T T T T T T T

Carole Chaput,
Re: Status Change on your COFQ Submission to COU

There has been a status change on the

COFO Template submission for Laurentian University.
The previous status was Un-Published.

The current Status is Pending.

The status was updated by dsuarez

on 2020-09-04,

Please contact COU if there are any questions or concerns.

Thank-you,
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Step 3 — Reviewing Validation Errors and Variances

To review the detail on the Validation or Variance Errors click on the Download button beside
Total Validation Errors or Total Variances Option.

Submission Status: FPending
Variance Checks: No
Total Validation Errors: &  pownload < 1
Total Variances: &  pownioad < 220

When prompted, the User can either open the file or save it as a Microsoft Office Excel file.

Do you want to open or save Laurentian-Validation.xls (14.0 KB) from 192.168.0.1367 Open Save > Cancel

In addition to clicking on the download button to review the Validation Errors and Variances
reports, they can also be reviewed by navigating to the Main Menu and selecting either the
Validation Report or Variance Report in the Annual COFO Templates section.

Main Menu

Annual COFO Templates

Submit Report
Current Year Heport Files
Annual Report Files History

Validation Report
Variance Report

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 45




TGT §

LUTIONS

Validation Report page — Note the main menu is suppressed when the page opens to provide
as much information on the report page to eliminate scrolling over and back where possible.

To see the Main Menu again, click on the Main Menu tab.

Main Menu

Validation Report

Title Institution Reporting Year ~ Template Type  Description Table Column # Row # Value
Laurentian B

Passed State University 20 COFQ Template  Mote 5: Cell Q15,Q23,Q25,Q28 cannot be empty Table 14 N 61 error

Passed State Lllankj\;:':st:; 20 COFO Template  Mote &: Cell 027 to 030 cannot be empty. Table 1 M 43 error
Laurentian Mote 2: Value must be inputed for column 12 "Cash R

Passed State University 20 COFO Template per Cashflow Statement Table 14 N 58 ERROR

Ty e 20 COFQ Template  Closing and opening balances must be equal, Table 1 F 22 0

Closing Balance  University P 9 pening g 1 2

Opening Leurentian 20 COFQ Template  Closing and opening balances must be equal Table 1 G 22 ]

Closing Balance  University P 9 pening qual. 1 2

Qeary iz 20 COFO Template Closing and opening balances must be equal Table 1 H 22 0

Closing Balance  University P 9 P 9 Sl U 2

Opening Laurentian 20 COFQ Template  Closing and opening balances must be equal Takle 1 I 22 ]

Closing Balance  University P 9 pening qual. E 2

Qeary L2srariE=ry 20 COFO Template  Closing and opening balances must be equal Table 1 J 22 0

Closing Balance  University P 5 [f= 0y qual. 1 2

Opening Laurentian 20 COFO Template  Closing and opening balances must be equal Table 1 K 22 0

Closing Balance  University P 9 pening qual. - 2

Opening (exeiE s 20 COFQ Template  Closing and opening balances must be equal Table 1 L 22 ]

Closing Balance  University B g Ening qual. 1 2

Dpening Laurentian 20 COFO Template  Closing and opening balances must be equal. Table 1 N 22 1]

Closing Balance  University
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Variance Report page — Note the main menu is suppressed when the page opens to provide as
much information on the report page to eliminate scrolling over and back where possible.

To see the Main Menu again, click on the Main Menu tab

Main Menu
Variance Report
Test Type Reporting Year  Institution ent Previous Vaelance § aripnge
Edit Variance 3 2
Ean e &0
[ Yaraode -
Edit  Variance ] s,
it * 2019-20 52
Edit Variance 201920 o e
4 2018-20
Edit Variance 01820 y 405
Edit el

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 47



1GI

TGT SOLUTIONS

Step 4 — Correcting Validation Errors

When an upload has been completed and Validations errors are found in the submission, as
noted on the ‘Submit Report’ page, they must be corrected in the underlying excel template file
that was selected for uploading. The validation error report lists exactly which row and column
or validation check is failing. Once the corrections are made to the excel file, it must be
uploaded again for Validation.

Submit Report

Institution | Laurentian University )
Year | 2019-2020 ™ |
Type | COFO Template )
Document Select
Variance/Validation | Validation |

B submit

Document Processed

Document Uploaded

Validation Complete
File successfully uploaded!

Submission Status: Pending
Variance Checks: No
Total Validation Errors: &  Download 1M —
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Once all of the Validation errors have been corrected the Total Validation Errors on the ‘Submit
Report’ page will read 0.

% UNIVERSITIES  cOFO Online Reporting

Main Menu

Annual COFO Templates

Submit Report Submlt Report

Current Year Report Files

Annual Report Files History Institution |Laurentian University 7|

Validation Report

Variance Report Year | 2019-2020 -

Survey Type | COFO Template -|

Survey Submission

Financial Health Survey History Document Select

Interactive Reporting ) o
Variance/Validation | Validation and Variance ¥ |

Financial Health Interactive Reporting

Information B suomi

Institutions

_ Document Processed

emplates Document Uploaded
Administration y‘ahdatlon Complete
Variance Checks Complete

Users File successfully uploaded!
Submission Status: Pending
Variance Checks: Yes
Total Validation Errors: 0 +—
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Optional Analysis Step: Variance Analysis File and Filter Function for All
Tables

Once a template for the current reporting year has been uploaded into the application, a
Variance Analysis Report comparing the current year to the previous year for the institution is
available on the Submit Report page.

& Download
The report is available when the button appears beside the Variance Analysis
by Table line. Prior to uploading a template, the download button will not be visible.

#3:3 UNIVERSITIES  COFO Online Reporting
Survey Type COFQ Template -
Survey Submission
Financial Health Survey History Document Select
Interactive Reporting . o
Variance/Validation Validation and Variance ¥
Financial Health Interactive Reporting
Information B sumit
nstitutions
Templates
o : Submission Status: Pendin,
Administration g
Users Variance Checks: No
Total Validation Errors: ‘& Download B
Total Variances: & Download 220
Variances Requiring Explanation: 220
Variance Analysis by Table: & Download <

It is important to note that this report does not replace the Variances requiring Explanation
reporting or process. It is being provided as an interactive analysis tool.

& Download
To review and work with the report, click on the button on the Variance
Analysis by Table row.

When the File Download box appears, select Open or Save.
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You may have to Enable Editing on your desktop, depending on what version of Excel you are
using. The following file will appear:

A B c| D F G H I J K L M N 0 P
TABLE 1 - SUMMARY OF REVENUE, EXPENSES 3ALANCE
Year over Year Variance Analysis (000's) Find $ Variance:
201213
Brock University
General Expendable Funds
Operating & Other (Non-Credit) And]
Unappropriated Appropriated Unappropriated
$ % $ % $ %
201112 Variance | Variance | 2012/13 201112 Variance | Variance | 2012/13 201112 Variance | Variance
" 1. Total Revenue +7(01) 221,821 -52,821 -23.81 0 0 0 0.00 138,500 29520| 108,980 369.17
" 2 Total Expense - "(02) 215872| 4,614,191 2137.47 0 0 0 0.00 -217,511 29,874| -247,385| -828.09
" 3 Lump Sum Payments - "(03) 0 40,000 0.00 0 0 0 0.00 2,000 0 2,000 0.00
" 4 NetRevenue (Expense) ="(04) 5,949| -4,707,012(-79122.74 0 0 0 0.00 354,011 -354| 354,365 | #HHEHH
" 5. Interfund Transfers +7(05) 5703 38,103| -668.12 0 0 0 0.00 16,200 220 16,420| -7463.64]
" 6. Met Variation in Appropriations + '(05) -2 697 4697 -174.16 -2,000 2697 0 0.00 15,000 0 15,000 0.00
" ; Net Increase (Decrease) for the Year per [
* COFQ-UOQ Report = (07) -2,451| -4,664,212 | #HHEHHH -2,000 2,697 0 0.00 385211 -574| 385,785|-67209.93
" 8. Net Reconciling ltems +7(08) 4310| 1,585,095|-36777.15 0 0 0 0.00 102,785 574|  102,211| 17806.79

The file contains all of the Template tables, rows and columns, with the following exceptions:
Table 9 has been removed due to the data on the tab
The free form entry rows from Table 14 have been removed as well.

The file shows the information from the previous and current reporting years, followed by dollar
and percentage variance columns.

At the top of each tab in the workbook is a filter and highlight section that can be used by the
Institutions for analysis purposes.

Find $ Variance:
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When a $ Variance is entered into cell K2 or the box next to the Find $ Variance text, the filter
will locate $ variances on the tab that equal or exceed the value entered and highlight them to
match the yellow highlight. Note the screen shot below shows all of the variances located that

match or exceed the $50,000 variance

TABLE 1 - SUMMARY OF REVENUE, EXPENSES ALANCE
Year over Year Variance Analysis (000's) Find $ Variance: 50000
201213
Brock University
General Expendable Funds
Qperating & Other (Non-Credit)
Unappropriated Appropriated Unappropriated
| % ‘ % ‘
| | 201112 | Variance | Varance | 2012/13 2011112 Variance | Variance | 2012/13 201112 | Vao
1. Total Revenue | + 'tﬂ1) 221.821] -52,821 -23.81 0 "] 0 0.00 138,500 29,520 1
2. Total Expense | - 'tnz) 21 5.872] 4,614,191 2137.47 ] 1] 0 0.00 -217.511 29874| -2
3. Lump Sum Payments | - 'tEIB} 0| 40,000 0.00 0 0 0 0.00 2,000 0
4. Net Revenue (Expense) | = 'IU4} 5.949] -4,707,012|-79122.74 1] 1] 0 0.00 354,011 -354 H
5. Interfund Transfers | + 'IUS} -5,703| 38,103| -668.12 0| 0 0 0.00 16,200, -220
6. Net Variation in Appropriations | + "(08) -2,697| 4,697 -174.16 -2,000 2,687 0 0.00 15,000 0
Net Increase (Decrease) for the Year per i ‘ [ |
T COFQ-UQ Report = (07 -2,451| 4,664,212 -2,000 2,697 0 0.00 385,211 -574 H
8. Net Reconciling Items | + 'tDB) -4.310_| 1,585,005|-36777.15 ] 1] 0 0.00 102,785 574 1
3 Balance - Beginning of year as per PRIOR i
' YEAR'S COFO REPORT | + (0%) -30,934 -6,761 21.86 28,118 25419 2,697 10.61 0| 0
N0 Prior Period Adjustment il 0) 0] 3,123,573 0.00 -28118 0 0 0.00 1,700 0

The highlighted cells will change as the $ variance is updated.

When a % Variance is entered into cell N2 or the box next to the Find % Variance text, the filter
will locate % variances on the tab that equal or exceed the value entered and highlight them to
match the blue highlight. Note the screen shot below shows all of the variances located that
match or exceed the 250% variance entered.

A B Cl D [F G H | J K L M N [0]) @
TABLE 1 - SUMMARY OF REVENUE, EXPENSE S BALANCE
Year over Year Variance Analysis (000's) Find $ Variance:
201213
Brock University
General Expendable Funds
QOperating & Other (Non-Credit) Ancil
Unappropriated Appropriated Unappropriated
% $ % §
201112 | Variance | Variance 2012113 201112 Variance | Variance | 2012/13 201112 | Variance
1. Total Revenue +7(01) 221821 -52.821 23.81 0 0 0 0.00 138,500 29520 108,980
2. Total Expense - "(02) 215872| 4,614,191 0 0 0 0.00 217,511 20,574| -247,385
3. Lump Sum Payments - 7(03) 0 40,000/  0.00] 0 0 0 0.00 2,000 0
4. Net Revenue (Expense) = "(04) 5,040| 4,707,012 0 0 0 0.00] 354,011 354| 354,365
5. Interfund Transfers +7(05) 5703 38,103 0 0 0 0.00 16,200 220 16,420
6. Net Variation in Appropriations + "(06) 2697 4,697 2,000 2,697 0 0.00 15,000 0
7 Net Increase (Decrease) for the Year per [

* COFQ-UOQ Report = (07) 2,451 -4,664,212 -2.000 2,697 0 0.00 385,211 574
8. Net Reconciling ltems +7(08) -4310| 1,585,095 0 0 0 0.00 102,785 574] 102,211
9 Balance - Beginning of year as per PRIOR [

" YEAR'S COFO REPORT + (09) -30,934 -6,761 21.86 28,116 25419 2,697 10.61 0 0 0 0.00
10 Prior Period Adjustment "(10) 0| 3123573 0.00 26,116 0 0 0.00 1,700 0 1,700 0.00
11 Balance - End of the Year PER FINANCIAL [

STATEMENTS = (AN 37 /OS5 37 A95 -100 00 0 28 116 281161 10000 AR0 AOA 0l 489 A9R 000

The $ and % variance checks work independently of each other. To clear either of the variance
highlights, click on the entry cell (K2 or N2), hit the space bar and enter. All of the highlights will

be removed.

Each tab in the workbook has its own filter feature to allow the institutions to select different $
and % amounts by table given the different information on the various tables.
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As the Template is re-uploaded with new information, the Variance Analysis report will update
with the changed information. You will have to download the report each time to obtain the most
up to date information.
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Step 5 — Explaining Variances

All variances must be explained before the submission status can be changed from Pending to
Ready for Approval.

Document Processed

Document Uploaded

Validation Complete
Variance Checks Complete
File successfully uploaded!

Submission Status: Pending

Variance Checks: Yes

Total Validation Errors: 0

Total Variances: & Download 2

Variances Requiring Explanation: 2 <«
Variance Analysis by Table: & Download

Table 4 % Analysis Report: & Downioad

Financial Statements Uploaded: 0

Motes:
The document contains varances. All variances must be explained before it can be submitted for approval. ¢—

There are two options to enter Variance explanations, which are as follows:
1. Enter explanations for each variance on the Variance Report page within the application.

2. Download the Variances to excel, enter the explanations in the excel form and upload
the information.

Both methods are described in the following sections.
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Option 1: Enter Variance Explanations Online

On the COU-COFO Online Reporting Main Page under the ‘Annual COFO Templates’ section,
click on the Variance Report.

Main Menu

Annual COFO Templates

Submit Report

Current Year Report Files
Annual Report Files History
Validation Report

—» | Vanance Report

The Variance Report page will appear. The Main Menu has been suppressed on the page to
allow you to see as much information about the variance as possible. To return to the Main
menu, click on the Main Menu tab.

The User will see only the variances for their Institution on the page. If you have access to more
than one Institution, enter the Institution name in the Institution field and tab out to see only the
one. The same option is applicable to all of the fields at the top of the page.

Main Menu

Variance Report
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To add a comment for the Variance, click on the Edit word beside the Variance line. The

Explanation box will appear under the row you are updating.

Variance Report
Test Type Reporting Year  Institution Description Table Row # Row Heading Column # Column H
Other Entities C
Laurentian
| Edit |\"ar|ance 2019-20 . Megative values require explanation Table 2 37 Investment L Research
University
Income Funds
—
Explanation:
Update Cancel
International
. . Laurentian . . . - .
Edit Variance 2019-20 - Megative values require explanation Table 12 19 Student H Operatin:
Lnessly Recovery
Li

Enter an explanation and click on the Update word to save the change.

Edit Variance 2019-20

Laurentian
University

Megative valud

|[Explanation:

| Updatel Cancel

There was a recovery from a previous year.

When all variances have been explained, the Variances Requiring Explanation on the ‘Submit

Report’ page will show 0.

Total Variances: &  pownload ?
Variances Requiring Explanation: 0 «—
Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 56



1GI

TGT SOLUTIONS

Option 2: Enter Variance Explanations using Excel Upload

To enter variance explanations using Excel, click on the Download button beside Total

Variances to download the variances to excel.

Document Processed

Document Uploaded

Validation Complete
Variance Checks Complete
File successfully uploaded!

Submission Status:
Variance Checks:

Total Validation Errors:

Total Variances: & Download <

Variances Requiring Explanation:
Variance Analysis by Table: & Download
Table 4 % Analysis Report: & Download

Financial Statements Uploaded:

MNotes:

The document contains variances. All variances must be explained before it can be submitted for approval.

Pending

Yes

When prompted, the User can either open the file or save it as a Microsoft Office Excel file.
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The excel file will list all of the variances found for the institution, as well as all of the information
associated with the variance. Save the file to your desktop.

o B A D Trent-Vanances (Read-Ony] [Compribiiy Wade] = Microsott Drcel
ame | ngen  Pagélayout  Formulas  DMe Réview vitw
<= R Calibri T A A oy @ General - Eﬂ, ’; Normal Bad Good L ol | I
£ Copy * - A - L 4|8 B =g
A1 - 5| TestType
A & c D E P o H 4

1 |Test T\'E ; Yea escrip! Table Row® Row Heading Celumn #Column Heading

2 Varince 2019-20 Trent Universit: Negative values require explanation Teble12 19 internationsl Student Recovery H Operating - General Expendable Funds
3 varance 2019-30 Trent Universit Expensis variance of mare than 50% and +/. 100,000 mast be explained. Tables 42 External Cost Recoveries L Student Services

4 Variance 2019-30 Trent Universit Expanses varlance of more than 50% and +/- 100,000 must be explained.  Table& 41 Internal Cost Allocations N Administration

5 Varlance 2019-20 Trent Universit Expenses variance of more than 50% and +/- 100,000 must be explained. Table 6 28 Communications o Physical Plant

6 Variance 2019-20 Trent Universit: Expenses variance of more than 50% and +/- 100,000 must be explained. Table 5 37 Internal Cost Allocations J Acadernic Support

7 variance 2019-20 Trent Universit Expenses variance of mare than 50% and +/. 100,000 must be cxplained. Table 5 37 Internal Cost Allocations K Library

8 Variance 201320 Trent Universit Expenses varlance of more than 50% and «/- 100,000 must be explained, Tatle 5 38 External Cost Recoveries L Student Services

3 Variance 20159-20 Trent Universit- Expenses variance of more than 50% o - 100,000 must be explained. Table 5 25 Communications o Physical Plant

10 varance 2019-20 Trent Universit: wages and benefits vanance of more than 20% and /. 100,000 must be expl Table § 16 Other Salaries & Wages a Ancillary

11 variance 2019-30 Trent Universit Expances wariance of mare than 50% and +/. 100,000 must be sxplained. Table & 33 Debt Repaymants ! Academic Support

12 variance 2019-20 Trent Universit Expenses variance of more than 50% and +/- 100,000 must be explained.  Tables 23 Printing and Duplicating 1 Academic Support

13 Variance 2019-20 Trent Universit: Expenses variance of more then 50% and /- 100,000 must be explained. Table S 24 Materials and Supplies ] Academic Support

12 vanance 2019-20 Trent Universit Expenses variance of mare than 50% and +/. 100,000 must be explained,  Tables 27 Materials and Supplies N Administration

15 Variance 2019-20 Trent Universit: Expenses variance of more than 50% and «/- 100,000 must be explained. Tabled 39 Other Operational Expenditures L Administration

16 Variance 2019-20 Trent Universit Expenses variance of mare than 50% and +/- 100,000 must be explained. Table & 28 Communications N Administration

17 varignce 2019-20 Trent Universit Expenses variance of more than 50% and +/. 100,000 must be explained. Table $ 38 External Cost Recoveries L3 Ubrary

18 Varlance 201920 Trent Universit ses variante of more than 509 and +/- 100,000 must be explained. Table 5 31 Externally Contracted Services [3 Ubrary

19 Variance 2019-20 Trent Universit Expenses variance of mare than 50% and +/- 100,000 maust be explained, Table § 31 Externally Contracted Services L Student Services

Using the excel variance file, enter the explanations for each row in Column N. Explanations
can be uploaded intermittently as they are done or received from others.

When you are done and ready to upload the variance explanation file to the COU-COFO Online
Reporting application, the application will complete the following checks to ensure the integrity
of the uploaded file.

The file upload will fail and an error message will be displayed, if one of the following has
occurred:

o Additional column(s) were added to the file. Error Message: This file has an invalid
number of columns.

o Duplicate rows were found in the file. Error Message: This file contains duplicate rows —
Row # and #.

e The Institution is not correct in all rows. Error Message: Selected institution does not
match institution in the uploaded file.

e The Year is not correct in all rows. Error Message: Selected year does not match year in
the uploaded file.

¢ The name on the workbook tab has been changed manually.

If the file passes the checks noted above, all rows in the file will be checked. Rows that are valid
will be processed and the variance explanation updated if one has been provided. Blank
explanations are not updated.

If any rows fail the following validation checks, an error message will be displayed for that row
and the row’s explanation will not be updated:

¢ Information in Columns A to | in the spreadsheet does not match to what is in the
application. Error Message: Row #: could not find a match for Table XX, Row XXX,
Column X.
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e The ‘Current’ amount in the file is different than what is in the application. Error
Message: Row #: The ‘Current’ amount of X, XXX does not match the current value in
the system.

It is important to note that the application stops checking and uploading rows when a blank row
in found in the excel file. So for example, if you have 50 variances to define and you insert a
new row at 25, the application will validate and upload row 2 to 24.
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To upload the variance explanation file, log into the COU-COFO Online Reporting application,
and on the Submit Report page, click on the Type dropdown option and select the Variance
Explanation Upload option.

Main Menu

Annual COFO Templates

Submit Report

Current Year Report Files
Annual Report Files History
Validation Report
Variance Report

Survey

Survey Submission
Financial Health Survey History

Interactive Reporting
Financial Health Interactive Reporting
Information

nstitutions

Templates
Administration

Users

Submit Report

Institution

Year

Type

Document

Variance/Validation

Submission Status:

Variance Checks:

| Laurentian University |
| 2019-2020 =~
| v ]
COFO Template
Elimination Entry Select

Variance Explanation
Upload

Financial Statements

B Submit

Pending

Yes

Click on the Select button to locate the variance explanation file on your desktop. Then click on
the Submit button to upload the file.

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 60



1GI

TGT SOLUTIONS

Once uploaded, the application will list how many rows were listed in the uploaded file, how
many variance explanations were explained and uploaded and how many variances were not
explained. In addition, the information under the report submission status will be updated.

Type Vanance Explanation Uph =
Document Select
Variance/Validation Validation and Variance

B submit

Total rows in the file: 2
Total variances explained: 2
Total variances not explained: 0

Submission Status: Pending
Variance Checks: Yes

Total Validation Errors: 1]

Total Variances: & Download 2

Variances Requiring Explanation: 0 —-

The upload process can be completed as often as required to explain all of the variances or to
update the variance explanations.

When all variances have been explained, the Variances Requiring Explanation on the ‘Submit
Report’ page will show 0.
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Step 6 — Changing the Status to Ready for Approval

Once the COFO Template has been uploaded successfully with no Validation Errors and all
Variances have been explained, a Change Status section will appear at the bottom of the page
and it will read ‘Ready for Approval’. At this point the COFO Reporter will click on the Ready for
Approval button to change the status from Pending to Ready For Approval.

Document Select
Variance/Validation Validation and Variance ~
B submit
Submission Status: Pending
Variance Checks: Yes
Total Validation Errors: 0
Total Variances: ‘& Download 2
Variances Requiring Explanation: 0
Variance Analysis by Table: & Download
Table 4 % Analysis Report: &  Download
Financial Statements Uploaded: 0
Notes:
The document passes all validation, and all variances have an explanation. A COFO Reporter can update the status of
this submission to 'Ready For Approval'.
Change Status: Ready For Approval —

When the Ready for Approval button is selected and the status changed, emails will be sent to
the COFO Reporter and COFO Approver for the Institution to advise them that the status for the
submission has changed.
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The submission status on the ‘Submit Report’ page will change accordingly.

Submit Report

Institution | Laurentian University -
Year | 2019-2020 -
Type | COFO Template ~
Document Select
Variance/Validation | Validation and Variance |
B submit

Submission Status: Ready For Approval <4—
Variance Checks: Yes
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A sample of the email sent is as follows:

From: COU Reporting <cousupport@tatsolutions. com =

To: John Smith

Cc

Subject: Status Change on your COFC Submission to COU
_E'I'I'I'E'I'E'I'4'I'E'I'5'I'.-"'I'5'I'E" 10 111 12 13 14 1 15
|| 0 0 0 0 0 0 0 0 0

John Smith,
Re: Status Change on your COFO Submission to COU

There has been a status change on the

COFO Template submission for Laurentian University.
The previous status was Pending.

The current Status is Ready For Approval.

The status was updated by CaroleChaput

on 2020-09-06.

Please contact COU if there are any questions or concerns.

Thank-you,
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Step 7 — Uploading the Financial Statement Reports

Prior to submitting the Template submission for Approval, the Financial Statements for the
Institution for the current reporting year have to be uploaded into the COU-COFO Online
Reporting Application.

To upload the Financial Statement file(s), log into the COU-COFO Online Reporting application,
and on the Submit Report page, click on the Type dropdown option and select the Financial
Statements option.

Year 2019-2020 - |
Type | -

COFO Template
Document Elimination Entry Select

Variance Explanation

Upload
Variance/Validation Financial Statements <

B submit

Submission Status: Ready For Approval
Variance Checks: Yes
Total Validation Errors: 0
Total Variances: & Download 2
Variances Requiring Explanation: 0
Variance Analysis by Table: & Download
Table 4 % Analysis Report: &  Download
Financial Statements Uploaded: 0 ¢—m

Click on the Select button to locate the Financial Statement file(s) on your desktop/network.
Then click on the Submit button to upload the file.
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The system will only validate the type of file being uploaded, which is restricted to .pdf and .tif
file extensions.

Once uploaded, the application will update the Financial Statements Uploaded information row.

Institution Laurentian University |
Year 2016-2020 )
Type Financial Statements “
Document Select
Variance/Validation Validation and Variance |

B submit

Document Uplcaded <——m

Submission Status: Ready For Approval
Variance Checks: Yes

Total Validation Errors: 0

Total Variances: ‘& Download 2

Variances Requiring Explanation: 0

Variance Analysis by Table: ®  pownload

Table 4 % Analysis Report: & pownioad

Financial Statements Uploaded: 1 <«

Only one Financial Statement file is required to allow the submission to be approved. But if the
Institution provides more than one Financial Statement file to COU, additional files can be
uploaded using the process noted above. As each incremental file is uploaded, the file count will
increase for the Financial Statements.
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Step 8 — Approving the COFO Template Report

Once the template has been submitted for Approval, the COFO Approver has to approve it for it
to go to COU as the completed version.

The COFO Approver signs into the COU-COFO Online Reporting Application. Once logged in,
go to the ‘Annual COFO Templates’ section and select the ‘Current Year Report Files’ option.

Main Menu

Annual COFO Templates
Submit Report

Annual Report Files History

Validation Report

Variance Report

The following page will appear showing the files uploaded and the status of the COFO Template
Report. Note the menu on the left is suppressed to provide as much space on the page as
possible. To see the full menu again, click on the Main Menu tab.

Main Menu

Current Year Report Files

Name Institution Year Report Variance Check gt':m'":s"’" Modified Updated By

[ [ [ [ [ [E—CT
2019-2020_Laurentian_F5_2019-

2020_Laurentian _FS_2020-04-30 Laurentian Laurentian University 2019-20 Financial Statements nfa nfa 09-06-2020 12:37 CChaput
University-FS-English

Ready For

2019-2020_Laurentian_Report Laurentian University 2019-20 COFO Template Yes
Approval

09-06-2020 11:50 CChaput

2019-2020_Laurentian_Elimination Laurentian University 2019-20 Elimination Entry n'a Pending 09-04-2020 15:17 dsuarez
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To review the information for a COFO Template Report that is ‘Ready for Approval’ click on the
applicable item under Name and the COFO Approver will be able to open it to review it or save
it as a Microsoft Office Excel file.

Current Year Report Files

Name Institution Year Report Variance Check gtu::ﬂ;s'm Modified Updated By

[ [ [ [ [ [E—CT ]

2019-2020 Laurentian_F5_2019-

2020_Laurentian _FS_2020-04-30 Laurentian Laurentian University 2019-20 Financial Statements nfa nfa 09-06-2020 12:37 CChaput

University-F5-English

q 5 - Ready For -

2018-2020 Laurentian Report Laurentian University 2019-20 COFO Template Yes ] 09-06-2020 11:50 CChaput

2018-2020_Laurentian_Elimination Laurentian University 2019-20 Elimination Entry nfa Pending 09-04-2020 15:17 dsuarez
2020

Do you want to open or save 2019-2020_Laurentian_Report.xls from 64.39.164.1107 Open Save | ¥ Cancel

Once the COFO Approver has reviewed the information in the COFO Template Report there are
two ways to review the Variance explanations.

From the COU-COFO Online Reporting Home Page, go to the ‘Annual COFO Templates’
section and select Variance Report.

Main Menu

Annual COFO Templates

Submit Report

Current Year Report Files
Annual Report Files History
Validation Report
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Select the applicable Institution, if there is more than one available and the Variances will be
displayed on the page for that Institution. You do this by entering the full or partial institution
name in the Institution column.

To see all of the information on the row, scroll to the right to view all of the columns.

Main Menu

Variance Report

Test Type Reporting Year  Institution Description Table Row # RowHeading  Column # Column Heading Current
Laurention Other Entities Consolidated - Sponsared
Edit Variance 2018-20 e Negative values require explanation  Table 2 27 Investment L Research - Restricted Expendable 22)
niversty Income Funds
Lsurention International
—————Jp | Edit Variance 2019-20 e Negative values require explanation  Table 12 19 Student H Operating - General Expendable Funds (268)
Y Recovery
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The second way to review the variances is to go to the ‘Submit Report’ page and select the
applicable Institution if more than one is available. Once the Institution is selected the system
will display the information for that Institution. The COFO Approver can then review the
Variances by clicking on the Download button beside Total Variances and opening or
downloading the file to Microsoft Office Excel.

Submit Report Submlt Report

Current Year Report Files

Annual Report Files History Institution | Laurentian University -
Walidation Report
Variance Report Year | 2019-2020 |
Survey Type | COFO Template -|
Survey Submission
Financial Health Survey History Document Select
Benchmarking Survey History
Interactive Reporting Variance/Validation | Validation and Variance |
Benchmarking Interactive Reporting o] )
Submit
Information
Institutions
Templates Submission Status: Ready For Approval
Variance Checks: Yes
Total Validation Errors: 0
Total variances: & pownioad = €———— 2
The Variance report is Excel appears as follows:
A - O E e a s T T Direntian-Variances [Read-Only] [Compatibiliy Mode] - Microsoft Excel ||
File Home Insert Page Layout Formulas Data Review View
o _ ]
& cut Calibri AN === 8 Siwepte General - iz,l ﬁd Normal Bad Good
52 Copy ~ : d
P S rommriner | B U (G- A S 2D (£ Bugeacnn-| $ % 0 (W Gt foma [Newal  [Gleaion ] |
Clipboard ] Font ] Alignment ] MNumber ] Styles
Al - Jx | TestType
A B g D E F G H I
1 |Test TypelReporting Yea Institution Description Table Row # Row Heading Column # Column Heading
2 Variance 2019-20 Laurentian Universit Negative values require explanat Table 2 37 Other Investment Income L Entities Consolidated - Sponsored Research - Restricted
3 Variance 2019-20 Laurentian Universit Negative values require explanat Table 12 19 International Student Recove H Operating - General Expendable Funds
a
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Once the COFO Template Report, Variances and Financial Statement file have been reviewed
and the COFO Approver is satisfied that it is ‘ready for approval’, you change the status on the
‘Submit Report’ page by clicking on the Approved button at the bottom of the page.

Survey Submission
Financial Health Survey History
Benchmarking Survey History

Interactive Reporting
Benchmarking Interactive Reporting
Information

Institutions
Templates

Document

Variance/Validation

=]

Submission Status:

Variance Checks:

Total Validation Errors:

Total Variances: & Download

Variances Requiring Explanation:
Variance Analysis by Table: & Download
Table 4 % Analysis Report: & Download
Financial Statements Uploaded:

Notes:

Validation and Variance ~ |

Select

Submit

The document is 'Ready For Approval' by a COFO Approver.

Change Status:

Ready For Approval

Yes

0

Approved

Hello

—

Once the Template status is changed to Approved emails will be sent to the COFO Reporter
and COFO Approver for the Institution to advise them that the status has changed. The
template is now ready to be verified by COU.

Once approved, the template submission is locked down and a message appears on the

‘Submit Report’ page (see below). A new or revised template cannot be uploaded for that

Institution for the current year as long as that document type has an approved status, unless
COU changes the submission to ‘Not Verified’.

submission is Approved, and is locked.

A submission exists for the selected institution, reporting year, and document type, and the status of the
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Templates - COFO Elimination Entry University Uploads

Step 1 — Preparing to upload the Elimination Template

When the Elimination Entry template is complete and ready to be uploaded, the COFO Reporter
will log into the COU-COFO Online Reporting Application. The application will display the
‘Submit Report Page’.
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The information pertaining to the Elimination Entry submission is on the bottom of this page
under Elimination Entry Form Submission Status. This section of the page is only displayed for
Universities that have Affiliates associated with them.

Main Menu

Annual COFO Templates

Submit Report
Current Year Report Files

Submit Report

Annual Report Files History Institution | Laurentian University 7|
Validation Report
Variance Report Year | 2019-2020 |
Survey Type | COFQ Template ~
Survey Submission
Financial Health Survey History Document Select
Interactive Reporting ) o
Variance/Validation | Validation and Variance |
Financial Health Interactive Reporting
Information B submit
Institutions
Templates
- ) Submission Status: Approved
Administration PP
Users Variance Checks: Yes
Total Validation Errors: 0
Total Variances: ®  Download z
Variances Requiring Explanation: 0
Variance Analysis by Table: &  pownload
Table 4 % Analysis Report: &  pownioad
Financial Statements Uploaded: 1
Notes:
The document is Approved and waiting to be verified by COU.
Elimination Entry Form Submission Status
Status: Pending
Total Validation Errors: 0
Notes:
The document passes all validation. A COFO Reporter can update
the status of this submission to 'Ready For Approval'.
Change Status: Ready For Approval
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Prior to Uploading the Elimination Entry for an Institution, the status will be Un-Published. Only
one Validation check is done on the elimination template and no Variance checking is

completed.

Elimination Entry Form Submission Status

Status: Un-Fublished €———
Total Validation Errors: 0
MNotes:

The document is not uploaded yet.
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Step 2 — Uploading the Elimination Entry

The application will pre-populate the Institution and Year automatically. Select the Elimination
Entry option in the Type field. Click on Select button beside the Document field to go to the
desktop directory where the Elimination template is located that is to be uploaded and select it.
The Variance/Validation option does not have to be changed from the default, since no variance
checking is done on the elimination template.

Once the information has been entered, click on the Submit button. The application will
complete the Version Control check first (see Template section above for additional information
on this), then the validation check. It will then change the Submission Status to Pending. If the
submission passes the version and validation checks the Change Status line will change and
the ‘Ready For Approval’ Button will be displayed.

To correct any validation errors, refer to Step 4 in the Uploading and Approving the COFO
Template section.

Once the status of the Elimination Entry upload changes from Unpublished to Pending, emails
are sent to the COFO Reporter and the COFO Approver for the Institution to advise them that
the status has changed for the Elimination submission.

Motes:
The document is Approved and waiting to be verified by COLU.

Elimination Entry Form Submission Status

Status: Pending
Total Validation Errors: 0
Motes:

The document passes all validation. A COFO Reporter can update
the status of this submission to 'Ready For Approval’.

Change Status: Ready For Approval —<——
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Step 3 — Changing the Status to Ready for Approval

When the Change Status on the Elimination Entry is ‘Ready For Approval’, the COFO Reporter
will click on the ‘Ready for Approval’ button to change the status from Pending to Ready For
Approval.

Submission Status: Approved
Variance Checks: Yes
Total Validation Errors: 0

Total Variances: ®  pownload 2
Variances Requiring Explanation: 0
Variance Analysis by Table: &  Download

Table 4 % Analysis Report: &  Download

Financial Statements Uploaded: 1

Notes:
The document is Approved and waiting to be verified by COU.

Elimination Entry Form Submission Status

Status: Pending
Total Validation Errors: 0
MNotes:

The document passes all validation. A COFO Reporter can update
the status of this submission to 'Ready For Approval'.

Change Status: Ready For Approval —

When the ‘Ready for Approval’ button is selected and the status has changed, emails will be
sent to the COFO Reporter and COFO Approver for the Institution to advise them that the status
has changed for the Elimination Template.

Once the template has a Submission status of ‘Ready For Approval’ it is ready for approval by a
COFO Approver.

Elimination Entry Form Submission Status

Status: Ready For Approval €<——
Total Validation Errors: 0
Motes:

The document is 'Ready For Approval' by a COFQO Approver.

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 76



1GI

TGT SOLUTIONS

Step 4 — Approving the Elimination Template

The elimination template is now ready for approval by the COFO Approver. The COFO
Approver signs into the COU-COFO Online Reporting application and from the Main Menu page
selects the ‘Current Year Report Files’ menu from the ‘Annual COFO Templates section.

Main Menu

Annual COFO Templates

Submit Report

— Current Year Report Files
Annual Report Files History
Walidation Report

Variance Report

The following page will appear showing the status of the template submissions. Note the Main
Menu is suppressed to provide as much information on the page as possible. To see the full
Main Menu again, click on the tab.

Main Menu

Current Year Report Files

Name Institution Year Report Variance Check ;uabmmslsslcn Modified Updated By

[ [ [ [ [ BT
2019-2020_Laurentian_FS_2019-

2020_Laurentian _FS_2020-04-30 Laurentian Laurentian University 2019-20 Financial Statements nfa nfa 09-06-2020 12:37 CChaput
University-FS-English

2019-2020_Laurentian_Report Laurentian University 2019-20 COFO Template Yes Approved 09-06-2020 11:50 CChaput
. A - S " " . Ready For 5
2019-2020_Laurentian_Elimination Laurentian University 2019-20 Elimination Entry nfa Approval 09-04-2020 15:17 dsuarez
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To review the file submission for an Elimination Entry that is ‘Ready for Approval’ click on the
applicable item under Name and the COFO Approver will be able to open it for review or save it

as a Microsoft Excel file.

Main Menu
Current Year Report Files

Name Institution Year Report Variance Check gtuabmmslsslon Madified Updated By

[ [ [ [ [ [E—CT ]

2019-2020_Laurentian_FS_2019-

2020_Laurentian _FS_2020-04-30 Laurentian Laurentian University 2019-20 Financial Statements nfa nfa 09-06-2020 12:37 CChaput

University-FS-English

2019-2020_Laurentian_Report Laurentian University 2018-20 COFO Template Yes Approved 109-06-2020 11:50 CChaput

" - . S ., . Ready For 5

2019-2020 Laurentian Elimination Laurentian University 2018-20 Elimination Entry n/a Approval 09-04-2020 15:17 dsuarez

2020
Do you want to open or save 2019-2020_Laurentian_Elimination.xds from 64.39.164.1107 Open Save b Cancel

Once the COFO Elimination Entry has been reviewed and the COFO Approver is satisfied that it
is ready to be approved, they go to the ‘Submit Report’ page and click on the Approved button

at the bottom of the page.

Elimination Entry Form Submission Status

Status: Ready For Approval
Total Walidation Errors: 0
Notes:

The document is 'Ready For Approval' by a COFQ Approver.

Change Status: Approved <«———
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Once the status changes from ‘Ready For Approval’ to ‘Approved’, emails are sent out to the
COFO Reporter and the COFO Approver for the Institution to notify them that the status has

changed.

Elimination Entry Form Submission Status

Status: Approved €
Total WValidation Emors: 0
Motes:

The document is Approved and waiting to be verified by COU.

Once approved, the Elimination template submission is locked down and a message appears
on the ‘Submit Report’ page (see below). A new or revised template cannot be uploaded for that
Institution for the current year and document type due to the approved status, unless COU
changes the submission to ‘Not Verified'.

A submission exists for the selected institution, reporting year, and document type, and the status of the
submission is Approved, and is locked.
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3. COU — Verifying the COFO Template or Elimination Entry

Once the COFO Template or Elimination Entry has been ‘Approved’, COU will review the
information and at its fall meeting the Financial Reporting Committee (FRC) will review the
Institutional submissions for accounting consistency. If the information in the template is
satisfactory, COU will change the submission status to ‘Verified’ by clicking on the Verify Button
on the ‘Submit Report’ page. Once the template has been verified by COU, the Submission
Status will change from ‘Approved’ to ‘Verified'.

Main Menu

Annual COFO Templates

Submit Report Submit Report
Current Year Report Files
Annual Report Files History Institution Trent University x|
Walidation Report
Variance Report Year 2019-2020 -
Survey Type COFQ Template -
Survey Submission
Financial Health Survey History Document Select
Benchmarking Survey History
Interactive Reporting Variance/Validation Validation and Variance ¥ |
Financial Health Interactive Reporting o
. ’ B submit
Benchmarking Interactive Reporting
Information
nstitutions Submission Status: Verified €
Templates
i . Variance Checks: Yes
Administration
Send Email Message Total Validation Errors: 0
Variable Data Loads
Users Total variances: &  Download o
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If the COFO Template or Elimination Entry information is not satisfactory, COU sets the status
to ‘Not Verified' by clicking on the Not Verified button at the bottom of the Submit Report page.

Varlancervanaaton | Validation and Variance ™ |

B supmit
Submission Status: Verified
Variance Checks: Yes
Total Validation Errors: 0
Total Variances: ®  pownioad 2
Variances Requiring Explanation: 0

Variance Analysis by Table: & Download

Table 4 % Analysis Report: &  [Downioad
Financial Statements Uploaded: 1

Notes:
The document is verified by COU and is complete.

Mot Verified —
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When a template status has been changed to Not Verified the information must be corrected at
the Institution level and re-submitted through the Approval process.

Submission Status: Mot Verified <———
Variance Checks: Yes

Total Validation Errors: 0

Total Variances: &  Dpownioad 2

Variances Requiring Explanation: 0

Variance Analysis by Table: & Download

Table 4 % Analysis Report: & Download
Financial Statements Uploaded: 1

Motes:
The document has been set to 'Not Verified' by COU and must be re-submitted. <

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 82



1GI

TGT SOLUTIONS

When COU changes an Institution’s submission to Not Verified, the application will send out an

email to the COFO Approver and COFO Reporter for the Institution to advise them of the

change in status.

John Smith,
Re: Status Change on your COFO Submission to COU

There has been a status change on the

COFO Template submission for Laurentian University.
The previous status was Verified.

The current Status is Not Verified.

The status was updated by MarinaPiac

om 2020-09-07,

Please contact COU if there are any questions or concerns.

Thank-you,

From: COU Reporting <cousupport@tgtsolutions. com:=

To: John Smith

Cc

Subject: Status Change on your COFO Submission to COLU
_R'I'I'I'E'I'E'I'-’P'I'E'I'Eu'I'F'I'E'I'E"I'lZ" 11+ 1 12 13
= T T T T T T T
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4. Table 4 % Analysis Report

On the Submit Report page, the COFO Reporter and COFO Approver can download a
percentage report for the Table 4 data submitted to use for comparison, validation and

comparison to last year's information.

This report is only available to Universities and will not be available for selection by the

Affiliates.

The report will only be available for download once a template has been uploaded for the

current year.

To access the Table 4 report, open the COFO Online Reporting application and select the
Submit Report page from the Annual COFO Template menu. The Table 4 % Analysis Report is

available for download from this page.

Submit Report Subm|t Repor‘t

Current Year Report Files

Annual Report Files History Institution Laurentian University -

Validation Report

Variance Repart Year 2018-2020 =

Survey Type COFO Template v

Survey Submission

Financial Health Survey History Document Select

Interactive Reporting ) o
Variance/Validation Validation and Variance

Financial Health Interactive Reporting

Information B submit

Institutions

Templates
Submission Status: Not Verified

Administration

Users Variance Checks: Yes
Total Validation Errors: 0
Total Variances: & Download z
Variances Requiring Explanation: 0
Variance Analysis by Table: & Download
Table 4 % Analysis Report: &  Download —

Click on the Download button and open or save the report when the prompt appears:

Table 4 % Analysis Report: &

Financial Statements Uploaded:

Notes:

Download

Do you want to open or save 2019-2020_Laurentian_TabledAnalysisReport.xlsx (27.7 KB) from 64.39.164.1107

Open Save |~ Cancel
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There are two tabs in the report. The first tab reports the information for the Institution for the
current year in Column F. Information by University Sector is provided for the Previous year for
comparsion.
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5. Static Reporting

The ‘Static Reports’ page contains a directory of the Static Reports that have been generated
and are available for review and download. If a year has not been run or has been taken offline,

the directory for the reporting year will disappear.

When the reporting process runs, it creates two main groupings of reports — By Institution and

By Table.

Within the main groupings, there are four sub-groupings (referred to as Distributions) of reports:

Data Values, Percentage by Column, Percentage by Row and Percentage by Total.

Within the four sub-groupings, there are two report types available for selection: Excel and PDF.

Within the report type directory, the reports will appear in the following order:

Total for System

Total for Universities

Total for Affiliates
Alphabetically by Institution

PoONPE

+

+

+

+

+

+

+

+

-| COFQ Static Reports
-] 2009-2010
- By Institution

Data Values
Percentage by Column
Percentage by Row

Percentage by Total

-| By Table

Data Values
Percentage by Column
Percentage by Row

Percentage by Total

+ 2008-2009
+ 2007-2008
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Downloading Reports

When a User selects a distribution type (Data Values, Percentage by Column, Percentage by
Row, Percentage by Total), they can choose to view or download either the PDF or Excel file for

viewing.

STATIC REPORTS  CUSTOMIZED REPORTS

- COFO Static Reports
-/ 2009-2010
-/ By Institution
-| DataValues
|52] Excel
=
+| Percentage by Column
+| Percentage by Row
+| Percentage by Total
-| By Table
+| DataValues
+| Percentage by Column
+| Percentage by Row
+| Percentage by Total
+| 2008-2009

m Total for System.pdf

E Total for all Universities.pdf

E Total for all Affiliates.pdf

E Algoma University.pdf

E Brescia University College.pdf

E Brock University.pdf

E Carleton University.pdf

'@ Conrad Grebel University College.pdf
'@ Dominican College.pdf

E Guelph, University of.pdf

E Hearst, Le College Universitaire de.pdf

m Huntington University.pdf
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COFO-U0O FINANCIAL REPORT OF ONTARIO UNIVERSITIES

STATIC REPORTS  CUSTOMIZED REPORTS

- COFQ Static Reporis
- 2009-2010
-| By Institution
-| DataValues
=E=
T POF

+| Percentage by Column
+| Percentage by Row

+| Percentage by Total

-| ByTable

+| DataValues

+| Percentage by Column
+| Percentage by Row

+| Percentage by Total

+ 2008-2009

ANOT TN

@ Total for System.xls

@ Total far all Universities.xls

@ Total for all Affiliates.xls

@ Algoma University.xls

@ Brescia University College.xls

@ Brock University.xls

@ Carleton University.xls

@ Conrad Grebal University College.xls
@ Dominican College.xls

@ Guelph, University of.xls

@ Heaarst, Le Collége Universitaire de.xls

@ Huntington University.xls

When a By Institution PDF is selected, the PDF file will contain all of the tables for the Institution
or Rollup selected. In the example below, the PDF report will display all of the tables for the

Total for System report.
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Total_for_System[1].pdf - Adobe Reader

Filz=  Edit

Wigwy  Document  Tools

Window Help

= &

YT

Tolal Reverue

Totsl Expense

Lump Bum Faymenis
Mt S=senue (Expenze)
rberfiond Transfers

Met ‘Varialien in Appropriabons.

et increase (Decrease) for the Year
per COFO-UD Report

et Reconcing hems

Balance - Begiening of year as per
FRIOR YEAR'S COFD REPCAT

Frior Perod Agjustmenis

Balance - End of e Year PER
FINANCIAL STATEMENTE

Unrestricied

riemally Resticled
rvesiment in Capital Azsels
Externaly Resincted

Total

Table 1: Summary of Revenue, Expenses and Fund Balance

Year: 20082008
Distributions: Data by Values (000's)
Total for System
Unappropriaied - Appropriated - Appropriated - Epcnsored
Cperadng & Oiher | Cperaling & Cher Ancllary - Fesearch -
(Nion-Credr) - {Non-Crecit) - | Unapproprated - Gensnal ResTicied
Genaral Genemal Ancilary - General | Expencabie Expandabiz
Expendable Fumds Expendable Funds Espendable Funds Funds Funds
6,223,518 [ B96 226 o 2473318
6,245,140 o B15,335 o 2435834
17,535 o 418 o 87
40, fEd) o BOATS o 4E,BET
(154.565) o (4047 o 4,286
35,5234 EER-ELH (TES) TEE o
1e4.85E) {38,834} 35,218 TEE 4,153
(224D o (325370 o (52,5121
(TET.IEE) 1,312,023 (153,043 181,728 112,388
(12,153) 7,542 a o
01,0700 E) 1,285,425 {155.352) 182,515 111,467
01,0700 E] [ (181.023) o (3,80
o 1,385,422 4881 61422 110,884
] o a 109,033 a
o o a o 4,182
01,0700 E] 1285425 (155.352) 182515 111,467

Trust -
Festricnes
Expendanie

Funds

IED.ETS
3|2 AIE
251
(21241
(17,268)
o
12,3523
(52.378)
275323
]
204,153
21512
184,351
o
18,273

20152

Capkal -
FREstrich=g
Exparcabis

Funds

513,274
787,315
o
(274,045
123,037

o

154,008
133,972
1572350
44,208
2pesT0
(234,883}
25,922
245522
1]
2085720

Total

Expendable = Encowment

10,488,511
10,637,088
18,813
(188,368
(35,0051

a
(223,573
JEEEES
288,850
28,803
2,602,503
1,828,311
1,889,348
2,945,355
22,014
2,602,503

(521,341)
o

4
(521,578
=008

o
(285,570
[3.85%)
4584458
M7
3,825450
]

581,551
o

3,144 555
3,825,450
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When a By Institution Excel file is selected and the Excel file is opened the tables appear as

tabs at the bottom of the workbook similar to the Template uploaded.

Table T: Summary of Revenue, Expenses and Fund Balance

Total Revenue

Tatal Expenze

Lump Sum Payments

Met Revenue (Expenze)

Interfund Transfers

Met Warigtion in Appropriations

Met Increase (Decrease) for the Year
per COFC-UC Report

Met Reconciing tems

Balance - Beginning of year a5 per
PRICR YEAR'S COFO REPORT
Prior Period Adjustments

Balance - End of the vear PER
FINANMCIAL STATEMENTS
Unrestricted

Internally Restricted

Investmernt in Capital Lzsets
E:xternally Restricted

Total

Unappropristed -
Cperating & Cther
[Man-Credit) -
General
Expendable Funds

5223518
5245140

17339
(40161)
(164563)
39534

(164896)
(956407
(7O7286)
{12193)
{1070015)

{1070015)
0
0
0
{1070015)

Appropristed -
Cperating & Cther
[Maon-Credit) -
General
Expendable Funds

1]
1]
1]
1]
1]

(39634)
(39634)
o
1312029
7412
1285425

1]
1285425
1]
1]
1285425

Year, 2008/2009
Distributions: Data by Yalues (000's)
Total for System

Unappropristed -
Ancillary - General
Expendable Funds

§96226
515335
416
50475
(40471
(786

38218
(32537)
(163043
i
(156362)

(161023)
4661

0

0
(156362)

Appropristed -
Ancillary -
General
Expendable
Funds

oo o oo

TG
TEE

1]
161729
0
162515

1]
51482
10033
1]
162515

Sponzored
Research -
Restricted
Expendakle
Funcz

2473318

2425534

297

46557

4266

1]

51153
(52512)
112048

(122)
111467

(3609)
110594
]

4182
111467

» [ Table1 /Table2 / Table 3 / Table 4 £ TableS £ Table & £ Table 7 # Table 10 / Table 11 £ Table 12 ] 4|

Trust -
Restricted
Expendsble
Funcis
360575
362435
261
[2124)
(17268)
0

(19392)
(52378)
275923

0
204153

21518
164361
1]
18273
204153

Capital -
Restricted
Expendable Tatal
Funds Expendable

315274 10466911
TETIE 10637066

0 18813
(2740451 (188968)
183037 (35005)
0 0

(o1008)  (223973)
133172 (99595)
1979350 2881650

44206 39803
2085720 2602903

(2348830 (1448011)
255122 1881945
2045922 2146955
(4413 22014
2065720 2602903

Endic
&
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When a By Table PDF is selected and the PDF file is opened, it will display the information in
the same order as the directory structure - Total for System, Total for Universities, Total for

Affiliates, followed by the Institutions in alphabetical order.

Table 1: Summary of Revenue, Expenses and Fund Balance
Year: 2008/2008
Distributions: Diata by Values (000's)

Total for System

Unappropriated - | Appropriaied - Approprialed - | Sponsored
Operaling & Otner | Cperating & Gihar Ancilary - Research - Trust- Capltai -
[Mon-Credifj- | (Non-Credffy- | Unappropnated- | General Restricted Resincied Festicted
General General Anclliary - General | Expendabie Expendable Expendabiz Expendable Total

E]PEnuamE Funds EIFQ"UHDE Funds ElpEﬂnatle Funds Funds Funos Funds Funos Elpendal:IE Endowment
Total Revanue £.223,518 0 595,225 [ 2473318 380,575 513274 10486811 (E21841)
Total Expense £.245,140 a 515,323 [] 2425534 352438 7838 10637056 o
Lump Sum Payments 17,52 a 215 [ 527 251 o 18813 u
Nt Revenus (Expense] (#0161} 0 80,475 [] 45367 2,124 (Z7AD4E) (163968 (521975
Imertund Transters [164,563) 0 [40.471) [ 1265 [17,288) 183037 (35.005) 35005
et Vanation In Appropriations EEEen (33,824) [785) 738 ] [ 0 [ o
x{t gg:gﬁé'”::;ﬁ“]“’ the ear [164,528) (29,834) 33218 786 51,153 (19,302} (91.008) (223973  (EBE.8TO)
et Reconcling ltems (35,543) 0 [32.537) o [52.512) ) 133,072 (sagE) (5851
E‘:"I’c’,‘:’.f'&'gg"é“g:c' bl (787, 268) 1,512,029 (153043 181,728 112,343 275523 1573350 2581650 4,564,453
Fricr Periog Adustments [12,153) .82 [ [] {12z 1] 44,208 0803 34773
B e e TER (1070015 1,285,425 (156,262 162,515 11,867 204,153 2065720 2502803 3526450
Unrestictad (1070015 0 [161.023) [ (2.603) 2518 (230.883)  (1.445,011) 0
Inemally Restriced o 1,285,425 2581 51432 110,584 184,351 1z 1EEEeE E81E0
Investment in Capltat Assets o 0 0 101,033 ] [ 2045922 214858 o
Extemaly Restricted o 0 a [ 4182 18,272 1441) 2014 3144389
Total 1,070.015) 1,285,428 [15€.262) 182,818 111,467 204,153 2065720 2502803 3826450
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When a By Table Excel file is selected and the Excel file is opened, the Rollups and the
individual Institutions will appear on different tabs in the workbook in the same order as the
directory structure - Total for System, Total for Universities, Total for Affiliates followed by the

Institutions in alphabetical order.

Table T: Summary of Revenue, Expenses and Fund Balance

Year: 2008,2009

Total for all Affiliates

Unappropristed - Appropristed - Appropristed -
Operating & Other  Operating & Cther Ancillary -
(Mon-Credit) - (Mon-Credit] - Unappropristed - General
General General Ancillary - General  Expendable
Expendable Funds Expendable Fundz Expendable Funds Funds
Total Revenue 150790 1] ToEa2 1]
Total Expensze 165557 1] 44646 1]
Lump Sum Payments 1] 1] a 1]
Met Revenue (Expense) (14767 1] 2B186 1]
Interfund Transfers [32865) 1] 11312 1]
et “Wariation in Appropristions 292 [292) (507 50
et Increase (Decreasze) for the Year (47340) (292) 14804 a0

er COFC-UD Report
Met Reconciling bems 35290 1] (1390073 1]
Balance - Beginning of year as per
FRICR YEAR'S COFQ REPORT
Friar Period Adjustments [12550) 1] a 1]
Balznce - End of the vear PER

23543 2383 1078 255

FIMARNCIAL STATEMENTS (753) 2103 11103 35
Linr estricted (755) 1] 11103 1]
Iriternally Restricted 1] 2103 u] 335
Investment in Capital &ssets 1] 1] a 1]
E:xternally Restricted 1] 1] a 1]
Total (755) 2103 11103 335

Distributions: Data by Yalues [000's)

Sponsored
Research -
Restricted
Expendable
Funclz

1359

1607

u]

(248)

44

u]

(204)
138
371

(122)
183

1]
10
1]
173
183

» W% Totalfor System  Total for all Universities 3 Total for all Affiliates  Algoma University £ Bresc | 4|

Trust -
Restricted
Expendable
Fundz
5362
5a01
o
(35330
5206
o

1BET
1662
47543
0
a7z

1778
19100

14894
1172

Capital -
Festricted
Expendable
Funcz
B&73
123566
ul
(5513
10021
ul

4308
B4
43081
S2473
100738

(133)
1204
100128
(441
100758

Taotal
Expendable  En
235216
233097

ul

2119
(28908)
ul

(2B7ET)
23874
128009
39603
164599

27393
22752
1001 25
14626
164399

The Percentage By Row, Percentage by Column and Percentage by Total Excel and PDF

reports all display the same way as the Data Values reports.
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6. Customized Reporting

Click on the Customized Reporting tab on the COFO-UO Reports website to access the
Customized Reporting options. The following page appears:

CUSTOMIZED REPORTS

Table Distribution

Table 1 - SUMMARY OF REVENUE, EXPENSES AND FUND BALANCE - Data by Values -
Institution Reporting Year Fund Source
Filter by Single Institution - Filter by =ingle Year - Fund as a Column - Source as a Row -
Total for System -~ 2009/2010 +  Select Funds Select Sources

Run Report Reset To Default Settings Excel (XLS) = Export

2009/2010 | Total for System

Data by Values Fund

The settings that appear when you access the page have been set as defaults for the page.

Entering Criteria to Run a Report

To run a report click on the dropdowns arrows and enter the criteria for the report you would like
to run. Select the Table, Distribution, Institution, Reporting Year, Fund(s) and Source(s) options
that you would like to see.

For Institution, Reporting Year, Fund and Source you have the option to put these on either the
row or the column. To do this, click on the down arrow beside the applicable criteria and select
the Option required. If you select the Filter by a Single value option, then this value will remain
at the higher level, like the Table criteria, assuming that another Row or Column criteria exists.

The options for Institution are as follows:

CUSTOMIZED REPORTS

Table
Table 4 - SUMMARY OF EXPENSE BY FUND &AND OBJ

Institution

Filter by Single Institution v

2 Filter by Single Institution
Institution as a Column

Institution as a Row
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The options for Reporting Year are as follows:

STATIC REPORTS CUSTOMIZED REPORTS

Table
Table 4 - SUMMARY OF EXFENSE BY FUND AND OBIECT OF EXFENSE

' ¥ear as a Column

Run Report Reset To Default Settings -/fear as a Row

Institution Reporting Year
Filter by Single Institution - Filter by =ingle Year -
Total for System - @ Filter by single Year

The options for Fund are as follows:

STATIC REPORTS CUSTOMIZED REPORTS

Table
Table 4 - SUMMARY OF EXPENSE BY FUND AND OBJECT OF EXPENSE

Fund

Fund as a Column

Institution Reporting Year
| Filter by Single Institution |v] Filter by single Year -
Total for System - 2009/2010 -

Run Report Reset To Default Settings

~ Filter by =ingle Fund
@ Fund as a Column

J'Fund as a Row

The options for Source are as follows:

STATIC REPORTS CUSTOMIZED REPORTS

Table

Table 4 - SUMMARY OF EXPENSE BY FUND AND OBIECT OF EXPENSE -
Institution Reporting Year Fund

Filter by Single Institution - Filter by =single Year |V] Fund as a Column
Total for System - 2009/2010 v  Select Funds

Run Report Reset To Default Settings

Distribution
Data by Values

Source

hd Source as a Row

' Source as a Column

@ Source as a Row

" Filter by single Source
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When the Filter by a Single Reporting Year, Fund or Source is selected, the User has to select a
single value in the drop down box below the criteria option.

Example of the Reporting Year options (hote this is restricted to the reporting years that have
been run and are on-line or offline if you are the COU Administrator) — Click on the dropdown
arrow beside the year listed and select the desired year.

CUSTOMIZED REPORTS

Table
Table 4 - SUMMARY OF EXPENSE BY FUMD ANMD OBIECT OF EXPENSE

Institution Reporting Year
Filter by Single Institution - Filter by =single Year -
Total for System ~  [2009/2010 ~——
@ 2009/2010
Run Report Reset To Default Settings 2008/2009
2007/2008
2006/2007

20092010 | Total for System
2005/2006

When the select the option As Row or As Column, the User has to select the criteria desired
from the list of options available. For example, the Fund as a Column was selected so the
Select Funds option is available.

Table

Table 4 - SUMMARY OF EXPENSE BY FUND AND QOBJECT OF EXPENSE -

Institution Reporting Year Fund

Filter by Single Institution - Filter by =ingle Year - Fund as a Column -
Total for System ~  i2009/2010 ~i  Select Funds ¢
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When the Select Funds option is selected, a list of the Funds for that table will be displayed.
Select the funds you would like to see in the report and click OK.

Select All - Select None <

Dﬂlperating - General Expendable Funds

Clother (Mon-Credit) - General Expendable Funds

[Csubtotal - General Ewpendable Funds

|:|J!'(nn:iIIE|r"5,-r - General Expendable Funds

[Clentities Consolidated - Sponsored Research - Restricted Expendable Funds
[Clentities Not Consolidated - Sponzored Rezearch - Restricted Expendable Funds
[Csubtotal - Sponsored Reszearch - Restricted Expendable Funds

[Chrrust - Restricted Expendable Funds

DCapitaI - Restricted Expendable Funds

[Chotal
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Running the Report

Once all of the criteria have been selected, click on Run Report button to generate the report
based on the criteria selected.

COFO-UO FINANCIAL REPORT OF ONTARIO UNIVERSITIES

STATIC REPORTS  CUSTOMIZED REPORTS

Table
|Table 4 - SUMMARY OF EXPENSE BY FUND AND OBIECT OF EXPENSE |']
Institution Reporting Year Fund
Filter by Single Institution - Filter by single Year - Fund as a Column -
Algoma University - 2008/2009 - Select Funds

—_ Run Report Reset To Default Settings

The report information will be displayed on the bottom section of the page.

COFO-UO FINANCIAL REPORT OF ONTARIO UNIVERSITIES

STATIC REPORTS CUSTOMIZED REPORTS

Table Distribution

Table 4 - SUMMARY OF EXPENSE BY FUND AND OBIECT OF EXPENSE - Data by Values -
Institution Reporting Year Fund Source

Filter by Single Institution - Filter by single Year - Fund as a Column - Source as a Row -
Total for System ~  2008/2009 ~  Select Funds Select Sources

Run Report Reset To Default Settings Excel (¥L5) - Export

| 2008/2009 | Total for System |

| Data by Values | | Fund |
Operating - General =~ Other (Non-Credit) - Subtotal - General = Ancillary - General Entities Consolidated - Entities Not Con
Expendable Funds General Expendable Expendable Funds Expendable Funds Sponsored Research - Sponsored Researy
Funds Restricted Expendable Funds Expendablg
i i 4 i 4 i & i & i 3
Academic Ranks 2,043,129 16,101 2,059,230 0 101,870
Other Instruction &
e 347,312 17,882 365,194 0 326,550
vovt::;Salana = 1,754,659 57,367 1,812,526 178,554 240,290
L‘:ZL:"'E"% e 4,145,100 91,350 4,236,950 178,554 668,710
Employee Benefits 864,954 12,497 877,451 38,181 77,674
mrsélana i 5,010,054 104,347 5,114,401 216,735 746,384
Library Acquisitions 160,656 171 160,827 0 2,067
Furniture and
Equipment Purchases 153,344 1,494 154,838 19,302 192,811
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Exporting the Report Data

The User then has the option to Export the data to Excel or CSV by clicking on the dropdown
beside the Export button and selecting Excel (XLS) or Text (CSV) and then clicking on the
Export button. The file can then be opened or saved.

STATIC REPORTS  CUSTOMIZED REPORTS

Table Distribution

Table 4 - SUMMARY OF EXPENSE BY FUND AND OBIECT OF EXPENSE - Data by Values -

Institution Reporting Year Fund Source

Filter by Single Institution - Filter by single Year |V] Fund as a Column - Source as a Row -

Total for System ~  2008/2009 ~  Select Funds Select Sources

Run Report Reset To Default Settings Excel (XLS) '

1@ Excel (XLS)
D) Text (CSV)

2008/2009 | Total for System

Data by Values Fund

Entities Not Col
Sponsored Resear

Entities Consolidated -
Sponsored Research -

Subtotal - General
Expendable Funds

Other (Non-Credit) -
General Expendable

Ancillary - General
Expendable Funds

Operating - General

Source Expendable Funds

Funds Restricted Expendable Funds Expendabl
i i 4 i 4 i & i & i 4
Academic Ranks 2,043,129 16,101 2,059,230 0 101,870
Other Instruction &
e 347,312 17,882 365,194 0 326,550
&::éssa'a”es& 1,754,659 57,367 1,812,526 178,554 240,290
\T,‘:,‘atglassala”es i 4,145,100 91,350 4,236,350 178,554 668,710

Cml o - = am amo 2o aca ana BESE

Once the report has been exported to Excel, all of the Excel tools are available to be used.

A E | £ | D | E | F | G | H
1 [Table 1 - SUMMARY OF REVERNUE, EXPENSES AND FUND BALANCE 1

| 2 |Total for System

[ 3 |2007:2008

| 4 |Data Values

Unappropristed - Appropristed - Unappropristed - Appropristed - Sponsored Trust - Restricted  |Capital - Restricted
Cperating & Cther | Operating & Cther  |Ancillary - General | Ancillary - General  |Research - Expendable Funds  |Expendable Funds
[Mon-Credit) - [Mon-Credit) - Expendable Funds  |Expendable Funds  |Restricted
General Expendable | General Expendable Expendable Funds
5 Funds Funds
B |Total Revenue 5,335,597 0 547,232 1} 2421 513 434,590 582,175
7 |Total Expenze 5003 726 [ &01,721 [i] 2 356 36 251,720 750,331
8 |Lump Sum Paymerts 7,283 a 12 a 52 641 u]
9 |Net Revenue (Expense) 334,903 ] 45,499 il 54,923 52,529 (177 156)
10 |Interfund Transfers (163,216) 0 (37,573 1} (7 585) (7 4281 222 BGE
11 |Met ariation in Appropristions 16,5471 6,545 (27,733) 27,733 1] 1] 1]
Met Increase (Decreasze) for the Year
12 |er COFOLIO Report 164,540 B8543 (19,807) 27733 57,338 45101 45,510
13 |Net Reconciing ftems (235,450) ] (19,342) il (54,216) (53 ,666) 135615
Balance - Beginning of year as per
14 |PRIOR YEAR'S COFO REPORT (757,003) 1,306,205 (111,089) 133,208 109,526 281,195 1,820,213
15 |Prior Period Adjustments 30,327 (1,024) (12,795) 755 0 3,293 (21,991
Balance - End of the ear PER (797 266) 1,312,029 (163,043) 161,729 112,948 275,923 1,979,350
16 |FINANCIAL STATEMENTS ' o ' ' ' ' T
17 |Unrestricted (797 286) 0 (163,322) 1} (3 463) 6,670 (143,943)
18 |Internally Restricted 0 1,312,029 279 57037 115,682 191,983 169,089
19 |Investmert in Capital Azsets u] a u] 104 92 u] u] 1,855,704
20 |Externally Restricted i ] i il 734 17 270 (500)
21 |Total (797 ,286) 1,312,029 (163,043) 161,729 112,945 275923 1982434
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Obtaining Different Reporting Views

After the report has been run, the User has the option to drag and drop the Institution, Year,
Fund or Source to move them from the row to the column or the column to the row. Criteria can

be moved around as required as long as one row or column value remains.

In the example below to move year from the column to the row click on year and drag it to the
row. Once the up and down arrows appear release it and the report will refresh moving it to the

row.
[ nestitution Reparting Year Fund Souncs
Filter by Singht Instiuticn = Year a8 & Calemn = Furd a8 & Calemn = Sourcn b8 8 Rew =
Total for System -  Seloct Years Salect Funds Select Sources
jn P.En;_ Reset Ta Default Sattings Excel (ML5) + Expout
Tatal for System
Data by Values | Year | Fund
20092010 _
Resmarch -  Restricted  Restncted  Ewpandabls - Operating &
Restricted  Expendable Ewpendable Other (Non-
Expendable Funds Funds Craddt) -
Funds Geraral
Expendabls
Funds
' & & 14 it 3 &
Totsl Revenue 1,630,302 0 225,218 0| 1,028,314 126,477 170,359 | 3,189,710  (573,149) 6,604,781
Tetsl Expanze 1,708,271 0 216,263 0 1,059,863 146,611 204,330 3,335,328 L] 6,676,045
w 431 0 0 0 0 0 0 431 0 17,530
m‘lﬂ {78,40Q) i 8,955 0 {21,549] (21,134) {32,921)  [i46,029]) (573,149) (83,803)
Transfers (%,765) a 1,965 k 4471 (2,044) 3,730 [2.654] 1,65% (165,290}
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7. Survey Information
Overview of Survey Functionality

A number of COU Survey forms have been added to the COU-COFO Online Reporting
application for entry and approval by the Universities.

To access the Survey information, log into the COU-COFO Online application and in the Survey
section, select the Survey Submission menu item.

Heny, TUTEP0OL OO

Main Menu

Annual COFO Templates

Submit Report
Current Year Report Files
Annual Report Files History

elon Repor Current Year Report/Survey Submission Deadline

Variance Report

Survey
Launch Date Dead Line
——Ppi  Survey Submission Annual COFO Template Monday, August 24, 2020 Friday, October 02, 2020
inanc Survey History
Financial Health Survey History Financial Health Indicators Survey Monday, September 21, 2020 Friday, October 16, 2020
Benchmarking Survey History . .
= - Benchmarking Template Monday, October 26, 2020 Friday, November 06, 2020
Interactive Repariing Audit Fees Survey Monday, January 04, 2021 Friday, January 29, 2021

Financial Health Interactive Reporting
Benchmarking Interactive Reporting

Information

Institutions

Templates
Administration

Users
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The Survey Response List page will appear. Any survey that has been initiated by the COU
Administrator will appear in the list. Only surveys for your Institution and your security level will
appear in the list.

The Surveys follow the same submission and approval process as the Template process. Some
of the Surveys are submitted online and some are uploaded using a Template process.

Here is a current list of the surveys available in the COFO Online Reporting application.

Main Menu

Survey Submission

|Laurentian University |

Surney
View  Audit Fees Charged to Universities of Ontario

View  Benchmarking
View  Financial Health

View  Travel Reimbursements for the Universities of Ontario

To access a Survey form, click on the View hyperlink on the left hand side of the page and the
applicable survey related page will appear.

To return to the Survey Submission List, click on the Return to Survey List hyperlink in the top
left corner of the page.

Main Menu

Survey Submission List

— | Return to Survey List

Audit Fees Charged to Universities of Ontario

Institution: Laurentian University
Survey Status: Verified
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8. Audit Survey

Entering Audit Survey Information

The Audit Survey form is comprised of eight different questions. Two years of historical
information are provided on the online form for reference for each question.

General information to keep in mind when filling out the form is listed at the top of the page. At

various points on the page, Information buttons @ are included to provide additional
information about that specific row. To view the information, place your cursor over the

information button @ and a text box will appear with the applicable information.

Audit Fees Charged to Universities of Ontario
Institution: Guelph, University of
Survey Status: Un-Published

nclude amounts expensed during the year. Exclude GST/HST, but include out-of-pocket expenses. If when filling out the surv

nissing or incorrect for the DI’E'\-"iCILI!' e T S AN S S P I T ST C
Regular Audits should include general funds, trust funds,
capital or plant funds, and ancillary enterprises. Costs of
special audits which were not broken out in the audit

L. regular Audits @ | jnyoice {i.e. included with the cost of reqular audits)

should be calculated or estimated and reported

separately on rows 3A or 3B.

(%]

2. Provincially Require

a) Enrolment

Two sections on the Audit Survey 2c — Other Provincial and 3b — Total Other Special, contain
detail rows listing information on the audits done in previous years. These sections also contain

options to insert new rows using the Add new audit row hyperlink.

To remove a row added to either of these sections by mistake, click on the # button that
appears at the front of the new row.

< Other Provincial @ 14,800 16,080 0
Ontario Student Opportunity Trust Fund 7,000 3,680 0
Ontario Trust for Student Support 3,500 3,680 0
Public Service Pension Supplement 4,300 4,000 0
OMAFRA Agreement 1] 4,720 0
—t> X 0 0
Add new audit row

It is important to note that the 2< button will only appear on rows that do not contain historical
information. Rows with historical information cannot be removed or updated without contacting
COu.

Question 6 has a drop down list associated with the box that contains a list of Auditors used in
previous years. If the Auditor used by the University does not appear in the list, the “Other”
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option is to be selected. Once selected, a second text box will appear to enter the Auditor
information.

. . Other A
6. Auditor in current reporting year

The COFO Reporter at the University will open the Audit Survey form to enter the applicable
information for the current year.

Return to Survey List
Audit Fees Charged to Universities of Ontario
Institution: Laurentian University
Survey Status: Un-Published
Include amounts expensed during the year. Exclude GST/HST, but include out-of-pocket expenses. If when filling out the survey for the current year, you find information is
missing or incorrect for the previous year, please contact Marina Piac at COU to make the adjustments.
Actual $ Actual $ Actual $
2008-09 2009-10 2010-11
1. Regular Audits i ] 51,000 0 0
2. Provincially Required Audits
al Enrolment 15,000 o o
k) Capital 3,000 1] 0
c) Other Provincial @ 8,000 0 0
Ontario Research & Development Challenge Fund 7,000 o o
Ontario Trust for Student Support 1,000 o o
Add new audit row
3. Special Audits
a) Pension Flans 4,500 o o
b) Total Other Special a 4,200 o o
Centre national de formation en santé 4,200 o o
Add new audit row
4 Internal Audits @ 0 0 0
5. Total 85,700 1] 0
6. Auditer in current reporting year .
7. Did you change auditors within the last two years? " rres 7 No
8. Do you expect to tender within the next two years?  ves  No
Save |

As information is added, the COFO Reporter can click on the Save Button at the bottom of the
page to save the changes made to the survey so far. After the initial save of the form, the
Survey Status will change from Un-Published to Pending (noted at the top of the page and on
the Survey Response List page) and a Ready for Approval button will appear on the bottom
right hand side of the page.
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Audit Fees Charged to Universities of Ontario

Institution: Algoma University
Survey Status: Pending «——

6. Auditer in current reporting year Deloitte s
7. Did vou change auditors within the last two years? ™ yes ™ No
8. Do you expect to tender within the next two years? * ez O No
Save Ready for Approval
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Validation Checks Completed when the Survey page is saved

It is important to note that there are a number of validation checks being done when the Audit
Survey page is saved. If certain criteria are invalid or missing, the User will receive error
messages and the page cannot be saved and new rows cannot be added to the two sections
until the corrections are made. The error messages will appear on the bottom of the page. An
example is shown below.

The following fields are not valid or missing:
s All rows added to the current year must have amounts greater than zero

The validation checks completed on the page and the corresponding error messages returned
are listed in the table below.

Validation Check Error Message

Negative amounts cannot be entered on
the permanent Survey question rows
(does not pertain to 2c or 3b)

Amount has to be greater than or equal to
zero

Negative amounts or zero amounts cannot
be entered on new rows added in section

All rows added to the current year must
have amounts greater than zero

2c or 3b. Existing rows in these sections,
but not new ones.

Duplicate descriptions cannot be entered
within section 2c¢ or 3b

Description “Description entered" appears
more than once (Description entered is the
text entered by the User)

A new detail row has been added to
section 2c¢ or 3b and no dollar amount has
been entered on the row.

A new detail row has been added to
section 2c or 3b and no description has
been entered on the row.

Amount is mandatory for new rows

A description is mandatory for new rows
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Validation Checks Completed when the Ready for Approval button is Selected

Since it is assumed, that the University will need to enter information and save it periodically,
not all of the validation checks are performed when the Save button is used.

There are three validation checks completed when the Ready for Approval button is selected.
The validation checks completed on the page and the corresponding error messages returned
are listed in the table below.

Validation Check Error Message
Confirmation that an Auditor has been entered Auditor in the current reporting year?

Confirmation that a Yes or No answer was Did you change auditors within the last two
provided to Question 7 years?
Confirmation that a Yes or No answer was Do you expect to tender within the next two
provided to Question 8 years?

Submitting the Audit Survey for Approval

Once the COFO Reporter has completed all of the sections of the Audit Survey form and they
are satisfied that the information is complete, they can submit the survey for approval to the
COFO Approver. To submit the Survey, click on the Ready for Approval button at the bottom of
the page. Note all validation checks must be corrected for the survey status to change.

Once the Ready for Approval button is selected, the survey form will save, re-confirm all of the
validation checks and change the status to Ready for Approval. Once the status is changed, the
Save and Ready for Approval buttons will be removed from the bottom of the page and no
additional changes are allowed. At this point an email is automatically sent to the COFO
Approver advising them that the survey is ‘Ready for Approval'.

The survey is then ready to be Approved by the COFO Approver.
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Approving the Survey

It is now up to the COFO Approver to review the University’s submission and submit it as
Approved to COU.

To complete the approval, the COFO Approver logs into the COU-COFO Online Reporting
application and selects the Surveys menu item.

COFQ Online Reporting

§#l COFO Online Reporting
Submit Report gl R dal=

Submit Annual Report

Documents
= COFO Templates Institution Laurentian University
= Annual Report Files Year 2010-2011 |

= Report Files History Type COFO Template W

Reports
- Docurmnent Browse...

= Validation Repart
= Variance Repart Variance/Validation Validation and Variance %

Lists Upload |

= Template Types .
COFO Annual Report Submission Status
= Reporting Years

Submission Status: Un-Published
® Submission Status )
Variance Checls: Mo
= Institutions . .
Total Validation Errors: 0
»| Surveys Total Variances: 0
Yariances Requiring Explanation: 0
Financial Statements Uploaded: 0

Motes:
The document is not uploaded vet,

The following page will appear. Note only the University the COFO Approver has access to will
appear on the Survey Response List page.

Carleton University

Survey Institution Year Submission Status

Wiew  Audit Fees Charged to Universities of Ontario Carleton University 2009-2010 Ready For Approval

Prepared by TGT Solutions Inc-Version 9 September 4, 2020 Page 107



1GI

TGT SOLUTIONS

Click on the View hyperlink on the left hand side of the page to open the Audit Survey page.
The COFO Approver cannot change any of the values enter, they can only view them.

Audit Fees Charged to Universities of Ontario
Institution: Brock University
Survey Status: Ready For Approval
Include amounts expensed during the year. Exclude GST/HST, but include out-of-pocket expenses. If when filling out the survey for the current vear, you find information is
missing or incorrect for the previous year, please contact Marina Piao at COU to make the adjustments.
Actual § Actual § Actual §
2007/2008 2008/2009 2009/2010
1. Regular Audits (5 ] 72,030 72,562 0
2. Frovincially Required Audits
a) Enrolment 8,300 8,700 20,000
b) Capital 3,300 9,960 0
c) Other Provincial 0 0 0 15,165
test 0 0 10
test2 0 0 155
3. Special Audits
a) Pension Plans 8,200 3,440 0
b) Total Other Special @ 2,450 2,675 20
Brock Foundation Audit 2,450 2,675 20
4. Internal Audits @ 0 0 22,000
5. Total 94,280 102,337 57,185
6. Auditor in current reporting year KPMG
7. Did you change auditors within the last two years? No
3. Do you expect to tender within the next two years? Yes
Pending
Approved

Once the COFO Approver has reviewed the survey and is in agreement with the information
entered, they click on the Approved button at the bottom of the page. This will change the
Survey status to Approved and remove the Pending and Approved buttons from the bottom of
the page. The survey is then ready to be verified by COU.

If the COFO Approver is not satisfied with the survey information, then they click on the Pending
button to change the Survey status back to Pending, so the COFO Reporter can make the
necessary changes and re-submit it for Approval. When the COFO Approver changes the status
back to Pending an email is automatically sent to the COFO Reporter advising them that the
status has changed on the survey.
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9. Travel Survey

Entering Travel Survey Information

The Travel Survey form is comprised of five sections. Each section contains questions that must
be reviewed and answered if they apply to your University’s policy.

The COFO Reporter at the University will open the Travel Survey form to enter the applicable
information for the current year.

Section 1 is as follows:

Return to Survey List

Travel Reimbursements for the Universities of Ontario
Institution: Wilfrid Laurier University
Survey Status: Pending

Section 1: Automobile Travel

The following questions relate to your institution’s reimbursement policy on the use of personal automobiles for business travel.

1. What is the amount of reimbursement paid by your institution for travel by personal automobile? ($ format e.g. 0.465)

a. Cents per kilometer

2. What is the effective date of relevant reimbursement policy?
The following questions relate to limitations on the amount of reimbursement paid:

3. What is the eligible kilometrage?
a. Actual distance travelled O
b. The lesser of O

I. the actual distance travelled, or
ii. the difference between the actual travelled and the distance normally travelled to the workplace

4, Iz there a maximum kilemetrage amount paid by yvour institution?
a. Yes () Please specify
b. No O

5. Does your policy state that the most economical transportation must be used and reimbursement is limited to the cost of it?

a. Yes O
b. No O
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Section 2 is as follows:

It is important to note that depending on the response to question 1, questions 2 to 5 may be
greyed out on the page as they do not need to be answered.

Section 2: Meals

The following questions relate to your institution’s reimbursement policy on the limitations on the amount of reimbursement paid for meals during
business travel.

1. Does your institution reimburse for meal expenses based on:
a. A per diem rate O
* Please specify which fund{s) it applies to

b. Actual expenses with a dollar maximum

oo

c. Actual expenses without a dollar maximum
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Section 3 and 4 are as follows:

It is important to note that for Section 4, the selections available in part b will be greyed out if a —
Not permitted is selected.

Section 3: Hotel or Motel Accommodation Expenses

The following questions relate to your institution’s reimbursement policy on the limitations on the amount of reimbursement paid for hotel or motel

accommaodation expenses for business travel.

Are travelers required to request the lowest available rate when booking, for example Government or CAUBO rates?

a. Yes ()
b. Na O

Iz the amount of reimbursement paid for hotel or motel accommodation generally limited to single cccupancy for standard room rate?
a. vyes (O
b. N O

3. Are original itemized receipts required for reimbursement?

a. Yes O
b. Na O

1.

2.

Section 4: Air Transportation

The following questions relate to yvour institution’s policy on commercial air travel.

1. When iz business class zeating permitted?
a. Not permitted (O
b. Permitted anly:

Section 5 is as follows:

Section 5: Hospitality

The following questions relate to your institution’s policy on hospitality.

1. Please provide the link to yvour institution’s policy on hospitality.

2. Iz alcohol an eligible expense as part of a hospitality event?

a. Yes ()
b. No O

As the survey questions are answered, the COFO Reporter can click on the Save Button on the
bottom left hand side of the page to save the changes made so far.

2. = alcohol an eligible expense as part of a hospitality event?
a. Yes
\ b. No
Save Confirm Submission Ready for Approval

Page 111
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The Save button confirms that the answers populated prior to the Save button match the various
formats accepted by the question. For example, it will confirm that the dates entered match the
MMDDYYYY format. Itis important to note, that if the date entered does not match this format,
none of the answers to the questions will be saved.

After the initial save of the form, the Survey Status will change from Un-Published to Pending
(noted at the top of the page and on the Survey Response List page) and a Ready for Approval
button will appear on the bottom right hand side of the page.

Travel Reimbursements for the Universities of Ontario

Institution: Queen's University
Survey Status: Pending —

At any time during the survey entry, the COFO Reporter can click on the Confirm Submission
button in the middle at the bottom of the page. This will verify that the answers entered for the
University meet the validation controls that have been put into place for the different questions.

2. = alcohol an eligible expense as part of a hospitality event?
a. Yes

b. No

Save Confirm Submission 447 Ready for Approval
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Validation Checks Completed when the Confirm Submission button or the Ready
for Approval button is selected.

It is important to note that there are a number of validation checks being done when the Confirm
Submission or Ready for Approval buttons are selected. If certain criteria is invalid or missing,
the COFO Reporter will see error messages and the survey cannot be marked ‘Ready for
Approval’ until the corrections are made. The error messages will appear on the bottom of the
page and the question that failed the controls will be marked in red. An example is shown
below.

2. 1Is alcohol an eligible expense as part of a hospitality event?
a. Yes

b. Mo

The following fields are incomplete or invalid:
= Section 5, Question 2 is required

The validation checks completed on the page and the corresponding error messages returned
are listed in the table below:

Section 1 Validation Check Error Message
Question 1 a. Must be answered Section 1, Question 1 a) is required
Question 2 Must be answered Section 1, Question 2 is required
Date must be Section 1, Question 2 must be a date
MM/DD/YYYY format MM/DD/YYYY
Question 3 Must be answered Section 1, Question 3 is required
Question 4 Must be answered Section 1, Question 4 is required
If 4 a. is selected a Section 1, Question 4, please specify
maximum kilometrage maximum kilometrage amount paid by
must be entered your institution
Question 5 Must be answered Section 1, Question 5 is required
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Section 2 Validation Check Error Message
Question 1 A minimum of 1 Section 2, Question 1, a minimum of
selection is required. one choice is required.
A maximum of only two | Section 2, Question 1, a maximum of
choices is allowed only two choices is allowed
If 1a. is selected at least | Section 2, Question 1a, please specify
one per diem amount a Fund
must be entered as well
as a Fund name Section 2, Question 2, please provide
at least one diem amount
If 1 b. is selected Section 2, Question 3 is required when
guestions 3,4 and 5 Section 2, Question 1 b) is selected.
must be answered
Section 2, Question 4 is required when
If 1 c. is selected Section 2, Question 1 b) or ¢) is
guestions 4 and 5 must | selected
be answered
Section 2, Question 5 is required when
Section 2, Question 1 b) or ¢) is
selected
Section 2, Question 4 is required when
Section 2, Question 1 b) or ¢) is
selected
Section 2, Question 5 is required when
Section 2, Question 1 b) or ¢) is
selected
Section 3 Validation Check Error Message
Question 1 Must be answered Section 3, Question 1 is required
Question 2 Must be answered Section 3, Question 2 is required
Question 3 Must be answered Section 3, Question 3 is required
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Section 4 Validation Check Error Message

Question 1 Must be answered Section 4, Question 1 is required
A minimum of 1 Section 4, Question 1, a minimum of
selection is required if one choice is required
option b is selected

Section 5 Validation Check Error Message

Question 1 Must be answered Section 5, Question 1 is required
Must be a valid link Section 5, Question 1, must be a valid

url
Question 2 Must be answered Section 5, Question 2 is required

Submitting the Travel Survey for Approval

Once the COFO Reporter has completed all of the sections of the Travel Survey form and they
are satisfied that the information is complete, they can submit the survey for approval to the
COFO Approver. To submit the Survey, click on the Ready for Approval button at the bottom of
the page. Note all validation checks must be corrected for the survey status to change.

Once the Ready for Approval button is selected, the survey form will save, re-confirm all of the
validation checks and change the status to Ready for Approval. Once the status is changed, the
Save, Confirm Submission and Ready for Approval buttons will be removed from the bottom of
the page and no additional changes are allowed. At this point an email is automatically sent to
the COFO Approver advising them that the survey is ‘Ready for Approval'.

The survey is then ready to be reviewed and ‘Approved’ by the COFO Approver.
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Approving the Survey

It is now up to the COFO Approver to review the University’s submission and submit it as

‘Approved’ to COU.

To complete the approval, the COFO Approver logs into the COU-COFO Online Reporting

application and selects the Surveys menu item.

COFQ Online Reporting

ﬁﬁ COFO Online Reporting
Submit Report g RE ]

Submit Annual Report
Documents

= COFO Templates EIL T

|Laurentian University V|

= Annual Report Files Year 2010-2011 |

= Report Files History

= Template Types

= Reporting Years
= Submission Status
= Institutions

Submission Status:

Variance Checls:

— Total Validation Errors:

Surveys Total Variances:

Yariances Requiring Explanation:

Financial Statements Uploaded:

Motes:
The document is not uploaded vet,

COFO Annual Report Submission Status

Type | COFO Template V|
Reports
- Drocument |
= Validation Repart
= Variance Repart Variance/Validation |‘-.-fali|:|ati|:|n and Variance V|
Lists Upload

Un-Published

Browse...

Mo

0
0
0
0

The following page will appear. Note only the University the COFO Approver has access to will

appear on the Survey Response List page.

|Gue|ph, University of V|

Go to Survey Report

Survey Institution

View Travel Reimbursements for the Universities of Ontario Guelph, University of

Year
2009-10

Submission Status
Ready For Approval

Modified
3/24/2011 1:59:22 PM
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Click on the View hyperlink on the left hand side of the page to open the Travel Survey page.
The COFO Approver cannot change any of the values entered, they can only view them.

Travel Reimbursements for the Universities of Ontario
Institution: Toronto, University of
Survey Status: Ready For Approval

Section 1: Automobile Travel

The following questions relate to your institution’s reimbursement paolicy on the uze of perzonal automobiles for business travel.

1. What is the amount of reimbursement paid by your institution for travel by personal automobile? ($ format e.g. 0.465)

a. Cents per kilometer

2. What is the effective date of relevant reimbursement policy?
The following questions relate to limitations on the amount of reimbursement paid:

3. What iz the eligible kilometrage?
a. Actual distance travelled

b. The lesser of

i. the actual distance travelled, or
li. the difference between the actual travelled and the distance normally travelled to the warkplace

4, Isthere a maximum kilometrage amount paid by your institution?
a. Yes Flease =pecify
b. No

5. Does your policy state that the most economical transportation must be used and reimbursement is limited to the cost of it?
a. Yes

b. No

Section removed Section removed

Section 5: Hospitality

The following questions relate to your institution’s policy on hospitality.
1. Please provide the link to your institutions policy on hospitality.
2. Is alcohol an eligible expense as part of a hospitality event?

a. fes

b. Mo

Approved |

Pending |

Once the COFO Approver has reviewed the survey and is in agreement with the information
entered, they click on the Approved button at the bottom of the page. This will change the
Survey status to Approved and remove the Pending and Approved buttons from the bottom of
the page. The survey is then ready to be verified by COU.

If the COFO Approver is not satisfied with the survey information, then they click on the Pending
button to change the Survey status back to Pending, so the COFO Reporter can make the
necessary changes and re-submit it for Approval. When the COFO Approver changes the status
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back to Pending an email is automatically sent to the COFO Reporter advising them that the
status has changed on the survey.

Once all of the Travel Survey submissions are complete, COU will verify them and generate the
Travel Survey reporting for the current reporting year and distribute it manually to the
Universities.
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10. Financial Health Survey

The Financial Health Survey is an Excel Template form submission that is filled in by each
University and uploaded into the application once it is filled out.

Uploading the Financial Health Survey Information

The COFO Reporter at the Institution can obtain a copy of the current year’s survey form from
the Survey menu in the application.

Select the Financial Health Survey from the Survey list, the following page will appear:

Return to Survey List

Financial Health Survey
Institution: Wilfrid Laurier University
Survey Status: Un-published
Please click here to download the current Financial Health Survey Template

Upload Survey

Document Browse...

Upload ‘ Cancel ‘

Please click here to download the current Financial Health Survey Template

Click on the
download the current excel template form.

Once all of the tabs in the Financial Health Survey template are populated, return to the Survey
menu and select the Financial Health Survey from the list.

Click on the M button to locate the file on the desktop. Once the file is selected, click

Upload

on the | button.
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Validation Checking

The Upload process does a number of validation checks, which are as follows:

1. Confirms the Version number in the Template file matches the one defined in the

application. This ensures that the correct template is being loaded.

The template version you are uploading is not correct and must be corrected in order to
proceed.

To correct the error, download the correct version of the survey template and
reenter/copy the information over.

Formats associated with the various spreadsheet cells are checked and if they don't
match the standard an error message is returned.

The error message will tell you what the error is (e.g. Numeric value cannot contain
decimals) , what tab, row and column it appears on (e.g. Debt Financing — Row 6 —
Column D) and what the entry is that is causing the problem, which will appear in
brackets (e.g. (1000.22).

Examples of the errors are as follows:

There are errors with the submission:

s Numeric value {1000.22) in Debt Financing - Row 6 - Column D cannot contain
decimals

s Numeric value {1000.22) in Debt Financing - Row 6 - Column E cannot contain
decimals

= The length of the Non-Numeric value (This is a test for 200 characters. This is a test
for 200 characters. This is a test for 200 characters. This is a test for 200
characters. This is a test for 200 characters. This is a test for 200 characters. This is
a test for 300 characters. This is a test for 300 characters. This is a test for 300
characters. This is a test for 300 characters. $%300 ——-- } in Debt Financing - Row
41 - Column D exceeds the maximum allowed characters (200)

= MNet Assets - Row 9 - Column D is required
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Any errors found in the upload file will appear on the Survey tab, as follows:

Return to Survey List
Financial Health Survey
Institution: Northern Ontaric School of Medicine

Survey Status: Un-published
Please click here to download the current Financial Health Survey Template

Upload Survey

Document ’— Browse...

Upload | Cancel ‘

There are errors with the submission:

= Numeric value (1000.22) in Debt Financing - Row 6 - Column D cannot contain
decimals

= Numeric value (1000.22}) in Debt Financing - Row 6 - Column E cannot contain
decimals

= Numeric value (1000.22) in Debt Financing - Row 6 - Column F cannot contain
decimals

= Numeric value (2000.66) in Debt Financing - Row 6 - Column H cannot contain
decimals

These errors have to be corrected in the template file and the revised file re-uploaded into the
application. The template can be re-uploaded as many times as necessary to correct the errors.
Note each upload overwrites the previous upload.

Once all of the validations are complete and the file successfully uploads, the calculated
Financial Health metrics will be displayed on the page for review. The previous four years of
history will appear with the current year calculation based on the information uploaded.

Financial Health Survey
Institution:
Survey Status: Pending

Please click hare to download last uploaded survey

Upload Survey

Document | Browse .

| Upload | Cancel |

The survey responses have been updated

Ready for Approval
Metric 14 15 16 17 18
Met Income'Loss Ratio 5.60, 3.20 3.60 5.40| 2.72
Primary Reserve Ratio (days) 145 139 141 143 38
Wiability Ratio 783.30|873.80(1281.10(3518.70(|22.90
Interest Burden Ratio 0.20] 0.20 0.10 0.10| 2.47
Met Operating Revenues 5.40| 8.30 5.10 7.10| 5.08
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If the metrics are not what is expected, you will need to check the Financial Health template to
check the underlying numbers. The metric grid is only visible following a Financial Health
Survey upload. The Metric values are also available in the interactive reporting for previous
years and for the current year once the survey process is complete.
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Submitting the Financial Health Survey for Approval

Once all of the errors are corrected in the upload file, the |_Ready for Approval | g v0n il appear
on the Financial Health Survey page:

Return to Survey List
Financial Health Survey
Institution: McMaster University

Survey Status: Pending
Please click here to download last uploaded survey

Upload Survey

Document Browse...

Upload | Cancel |

\ Ready for Approval

If the COFO Reporter is satisfied with the survey information, they will click on the

Ready for Approval | 10n 1o change the Survey status to ‘Ready for Approval’. The status will
change, an email will be sent to the COFO Approver and the Financial Health Survey page will
not allow any more file uploads.

Return to Survey List

Financial Health Survey
Institution: Nipissing University
Survey Status: Ready For Approval <
Please click here to download last uploaded survey

Cancel
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Approving the Survey

It is now up to the COFO Approver to review the University’s submission and submit it as
‘Approved’ to COU.

To complete the approval, the COFO Approver logs into the COU-COFO Online Reporting
application and selects the Surveys menu item. From the Survey menu, click on the View
hyperlink on the left hand side of the page to select the Financial Health Survey. The following
page will appear:

Survey Response

Return to Survey List

Financial Health Survey
Institution: Nipissing University
Survey Status: Ready For Approval
Please click here to download last uploaded survey

Approved | Pending | Cancel |

The COFO Approver can click on the‘ Please click here to download last uploaded survey |
review a copy of the submission or obtain a copy from the Reporter.

Once the COFO Approver has reviewed the survey and is in agreement with the information
entered, they click on the Approved button at the bottom of the page. This will change the
Survey status to Approved and remove the Pending and Approved buttons from the bottom of
the page. The survey is then ready to be verified by COU.

If the COFO Approver is not satisfied with the survey information, then they click on the Pending
button to change the Survey status back to Pending, so the COFO Reporter can make the
necessary changes and re-submit it for Approval. When the COFO Approver changes the status
back to Pending an email is automatically sent to the COFO Reporter advising them that the
status has changed on the survey.

Once all of the Financial Health Survey submissions are complete, COU will verify them.
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Reviewing Previous Financial Health Submissions

As the Financial Health Survey templates are uploaded, they will be stored in the Financial

Health Survey History page, which can be accessed from the Document menu section.

— COFO Online Reporting > Financial Health Survey History

| o Financial Health Survey History

All | Fi ituti
—— Filter By Institution
m COFO Templates Type Mame
P Annual Report Files B} 2011-2012_Algoma University_FHS
I Report Files History B 2011-2012_Brock University_FHS
RS Fi_nancial Health Survey : . R
T P__‘I_] 2011-2012_Carleton University_FHS

2011-2012
2011-2012
2011-2012

This page will contain all of the submissions from 2011-12 forward. Only the COU Administrator

will see all institutions. Universities will only see their own.

The submission can be opened by clicking on the File name and following the prompt boxes.
The Open option will request a second sign-in which is not required to open the document so

you can click on the X to close the box.
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11. Financial Health Interactive Reporting

To interact with the Financial Health Survey information, a new interactive reporting feature was
added to the Online Application for analysis purposes. This new feature is only available to
Universities that have uploaded the Financial Health Survey template. The new feature is very
similar to the Customized Reporting that is available on the Public website. Note each University
will be able to view the information for all of the Universities submitted.

To access the new feature, click on the Interactive Reporting menu in the Reports section.

COFO Online Reporting
@@l COFO Online R

Submit Report !l | L !'!

Documents

= COFQ Templates

= Annual Repaort Files

= Report Files History

= Financial Health
Survey History

Reports

= Validation Repaort

= Yariance Report

= System Reports

= Interactive Reparting 4|
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The following page will appear:

COFO Online Reporting
@d COFO Online Reporting

Submit Report [ i

COFO Online Reporting > Survey = Interactive Reporting

This Site: COFO Online Report |+

.l Interactive Reporting

Tab
Net Assets -
Institution Reporting Year Fund Row Label
Filter by Single Institution - Filter by =ingle Year - Fund 3= a Column - Row Label as a Row -
~-Select a University—- > 20112012 ~ e Tz b s
Run Report Reset To Default Settings Excel (XL5) ~

The current filter selection does not return any data.

Please CLICK HERE to reload this page.

The top of the page has five selection sections available to query the Financial Health survey
information.

The first section is called Tab. This pertains to the tabs in the Financial Health Survey template
plus a Metrics tab to view the FHS metric calculations. The options available are as follows:

® et Assets

/ Debt Financing
\._' Debt Servicing
() EFB-Actuarial
U EFB-Fs

. Capital

! Endowment

) other Data

! Metrics

The second section pertains to the University information available. There are two boxes
provided to display and select this information.

Institution
Filter by Single Institution -
--Select a University-- -
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The first box defines where you would like the data displayed in the report grid and how much
you want to see, while the second box allows you to select the Universities you want to review.

The first box provides three options (with the first option being the default):

®) Filter by Single Institution
O Institution as a Column

(O Institution as a Row

If you pick either one of the last two options, you can select multiple Universities.

The second box provides the list of Universities that are available for selection. Remember only
the Universities that filled in the survey will appear in the list.

The third set of options available for selection pertains to Reporting Years. While the 2011/12
reporting year was the first year the templates were loaded into the Online Application, four
years of history information was converted from previous surveys completed by the group.

Again there are two boxes available to select the information and they work similar to the
University section.

The fourth set of options available for selection pertains to the Funds or columns in the
Financial Health Survey template and to the Metric calculations.

The information displayed in this section will vary depending on which Tab was selected in the
first box. It is important to note, that some of the Financial Health Survey tabs ask questions that
are general in nature and do not have an official heading. This information is available in the
Funds section under the heading ‘Information’.

The fifth set of options available for selection pertains to the Rows in the Financial Health
Survey template and the Metric Calculations that are associated with the FHS.

The information displayed in this section will vary depending on which Tab was selected in the
first box.

Once all of the selection sections have been completed, click on the H Run Report | button to
review the Financial Health information in the reporting grid.

Since the Financial Health Survey information contains both numeric, date and text information
it cannot all be displayed on the same tab in the report grid. When date/text information is
selected in the Fund and Row Label sections, two tabs will appear in the reporting grid

Data Text

. The Data tab will display all of the numeric data values, while the
Text tab will display the date and text information. If no date or text information is selected or
does not appear on the tab selected, then only the Data tab will appear in the reporting grid.
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On the Data tab you can move the selection criteria around between the rows, columns and
header of the grid, by clicking and dragging the section name to over the other section name.
<

When the up and down arrows <+ appear, let go of the mouse.

2010/2011  Carleton University

Data Value Fund
£ value of
Fund Capital
Fow Label Expected
4 L.

The page display will change for you.

It is important to note that this drag and drop functionality only applies to the Data tab - not to

the Text tab.

Once you get the information that you desire, you have the option to download the information

to an Excel or Text file.

(&) Excel (XLS)
O Text (C5V)

Excel (XLS) |»
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If you select Excel and you have both a Data and a Text tab in the reporting grid, there will be
two tabs in the excel file.

[Capital

Data

L) | L) D) —

Carleton Univerzsity
2010/2011

2 walue of Capital
Expected

Gowvernment

Fundraizing

O perating

Dollar value of cutztanding capital
T construction

Eztimated dollar value of deferred
8  maintenance

g 2011-12

32,430

2,324

10 |2012-13

30,600

15,324

2,000

11 |2013-14

14,000

2,025

12 |2014-15

4,500

825

13 |2015-16

4,600

825

14 | Total

108,130

21,323

2,000

30

PR

Data < Text ::]J

-

J

The Text option for export will only download the Data information.
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12. Benchmarking Template Survey

The Benchmarking data is an Excel Template form submission that is filled in by each University
and uploaded into the application once it is filled out.

Uploading the Benchmarking Template

The Benchmarking Coordinator at the Institution can obtain a copy of the current year's survey
form from the Survey menu in the application.

Login as a user with the Benchmarking Coordinator role. Select the Survey menu and click on
the View hyperlink for the survey on the left hand side of the page. The following page will
appear:

Return to Survey List

Benchmarking Template
Institution: Algoma University
Survey Status: Un-published

Pleasz click here to download the current Benchmarking Template

Upload Survey

Document | Browse. .
Upload Cancel |

_ Please click here to download the current Banchmarking Template
Click on the to download the current

excel template form.

Once all of the tabs in the Benchmarking template are populated, return to the Benchmarking
Survey page.

Click on the __B™@Wse.. | putton to locate the file. Once the file is selected, click on the

Upload | button.
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Validation Checking

The Upload process does a number of validation checks, which are as follows:

1. Confirms the Version number in the Template file matches the one defined in the
application. This ensures that the correct template is being loaded.

The template version you are uploading is not correct and must be corrected in order to
proceed.

To correct the error, download the correct version of the survey template and
reenter/copy the information over.

2. Formats associated with the various spreadsheet cells are checked and if they don't
match the standard an error message is returned.

The error message will tell you what the error is (e.g. Numeric value cannot contain
decimals), what tab, row and column it appears on (e.g. WSIB data — Row 9 — Column
C) and what the entry is that is causing the problem, which will appear in brackets (e.g.
(2 compared to 0.32345).

Examples of some of the errors are as follows:

There are errors with the submission:

Mumeric value {0.32345) in WSIB data - Row & - Column C has more decimal places
than is allowed (2)

The length of the Non-Numeric value (Yes-100%:) in WSIB data - Row 10 - Column C
exceeds the maximum allowed characters (7)

Mumeric value (1367.33) in Waste - Row & - Column C cannot contain decimals
Mumeric value (4505.33) in Waste - Row 10 - Column C cannot contain decimals

Mumeric value (65.87) in Waste - Row 26 - Column C has more decimal places than
is allowed (1)

= Non-Mumeric value () in WSIB data - Row 9 - Column C does not match one of the
excepted valid values

= Non-Mumeric value () in WSIB data - Row 10 - Column C does not match one of the
excepted valid values
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Any errors found in the upload file will appear on the Benchmarking Template Survey tab, as
follows:

Return to Survey List

Benchmarking Template
Institution: Algoma University
Survey Status: Un-published

Please click here to download the current Benchmarking Template

Upload Survey

Document | Browse...
Upload Cancel |

There are errors with the submission:
= Numeric value (0.32345) in WSIB data - Row & - Column C has more decimal places
than is allowed (2)
= The length of the Non-Numeric value (¥es-100%) in WSIB data - Row 10 - Column C
exceeds the maximum allowed characters (7)
= Numeric value {1367.33) in Waste - Row & - Column C cannot contain decimals
= MNumeric value (4505.33) in Waste - Row 10 - Column C cannot contain decimals

= Mumeric value (65.87) in Waste - Row 26 - Column C has more decimal places than
is allowed (1)

These errors have to be corrected in the template file and the revised file re-uploaded into the
application. The template can be re-uploaded as many times as necessary to correct the errors.
Note each upload overwrites the previous upload.
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Reviewing the Benchmarking Metrics

Once all of the errors are corrected in the upload file and the Template can successfully upload
to the application, a grid will display the defined metrics calculated for the past four years as well
as the current year on the Survey page.

It is important to note that the grid will only appear following a template upload as it is generated
by the upload process. So you have to review it on the page or take a screen shot of it to
confirm the numbers for the current year.

A sample of the grid is as follows:

Tab Name 2014 2015 2016 2017 2018
HR. Bensfits Non-Statutory Benefits-Employer Paid (COFD Template) 17135.00) 18609.00) 20023.00 20355.00 23978.00)
HR. Benefits Mon-Statutory Benefits-Employes Paid 167 177 236 254 1430
HR. Bensfits Ratio of Employes to Employer Paid Non-Statutery Benefit 102.72 105.14 54,53 50.14 16.77
HR. WSIB Lot Time Injury (LTL) Frequency 0.1700) 0.7100 0.2100 0.3300 0.3200
HE. 'WSIB No Lost Time Injury (NLTI) Frequency 0.2300 0.2100 0,.2100 0,0000 0.1500
HR. 'WSIB Severity| 6.7300 6.7200 6.7200 2.8500 6.4100
Facilities Ratios| %% of Operating Expenses Spend on Renewal 0.0 0.0 0.0 0.0 0.0]
Fzcilities Ratios| Best Practive {1.5% of CRV]|10316245.00(16282702.00(16282702.00{16282702.00|16282702.00,
Facilities Ratios| Facility Condition Index (FCI) 12.86 515 2.15] 8.15 B.15
Facilities Ratiog| Nesds Index [NI) 13.99 6.71 6.71 6.71 6.71]
Facilities Ratios| Ratic of FRP Allocation to University Spend on FRP-Eligible Project] 0.0 0.0 172.7] 256.3 786.0)
Facilities Ratiog] Ratio of FRP funding to Best Practice [1.5% of CRV) 0.0 0.0 0.4 0.2 0.1
Farilities Ratiog) Ratio of FRP funding to deferred Maintenance baddog 0.0 0.0 0.0 0.0 0.0
Utilitites Ratios| Cost Reduction % Over Time| -27.2 38.8 11.5 21.3 -14.5
Utilitites Ratios Energy Cost Intensity per GSM of Space| 0,062 0.061 0.068 0.077 0,066
Utilitites Ratios Energy Cost Intensity per Student FTE 0,332 0.308 0.326 0.355 0, 259
Utilitives Ratios| Landfill Reduction % by Weight Over Time| 12,9 27.2] 35.3 -29.1 -32.0
Utilitites Ratios Total Consumption (Andllary and Non-Andllary] 4 Water| 286189, 0000 0.0000 00000 0.0000{302715.0000,
Utilitites Ratios Total Cost (Andllary and Non-Andillary) 718.0000) 816.0000) 954.0000 1070.0000{ 1076.000C0|
Utilitites Ratios ‘Waste Diversion 56, 7000| 35.1000 29,8000 42,7000 40,4000,
Utilitites Ratios Waste Reduction % by Weight Cver Time| 8.3 -15.0 28.9 -13.2 -34.6
Utilitites Ratios Water Cost: (£) per GSM 0.0041) 0.0047 0,0053 0.0061 0.0082
Uilitites Ratios| Water Cost: [$) per Student FTE 0.02] 0.02] 0.03 0.03 0.03]
Utilitites Ratios Water Use: (m3) per GSM 1,640 0.000) 0.000 10.000 1,735
Utilitites Ratios ‘Water Uze: [m3) per Student FTE 8.774 0,000 0.0:00 10.000 7,830
HF. Pensions Cost Sharing Ratio Employer: Employee DB Pension Plan 1 50:05 50:05 50:03 50:05 50:05
HR. Pensions Cost Sharing Ratio Employer: Employee DB Pension Plan 2 00: 00| 00: 00/ 00:00 0C:00 /A
HR. Pensions Cost Sharing Ratio Employer: Employes DB Pension Plan 3 00: 00| 00: 00| 00:00 00:00 /A
HR. Pensions Cost Sharing Ratio Employer: Employee DC Plan 1 100: 00 00: 00| 00:00 00:00 /A
HR. Pensicns Cost Sharing Ratio Employer: Employee DC Plan 2 00: 00 00:00 00:00 0C:00 /A
HR. Pensions Emploves Paid Pension-Cost 25 a % of Szlary DB Pension Plan 1 8.4300 8.4200 8.4300 2.4400 B.45600
HR. Pensicns Employee Paid Pension-Cost as a % of Salary DB Pension Plan 2 M/ N/ A /& A
HR. Pensions Employee Paid Pension-Cost as a % of Salary DB Pension Plan 3 M/ NFA) A N/&| M
HR. Pensions Employes Paid Pension-Cost as a % of Salary DC Plan 1] 0.0000) 0.0000) 0.00:00 0.0000 0.0000)
HF. Bensions Employes Paid Pension-Cost as 2 % of Salary DC Plan 2 0.0000] 0.0000 0, 0000 0,0000 0.0000
HR. Pensicns Employer Paid Pension-Cost as a % of Salary DB Pensicn Plan 1 8.4300 B.4200 2.4300 8.4400 B.4600)
HR. Pensions Employer Paid Pension-Cost as a % of Salary DB Pension Plan 2 M/ A N/A) A /A M
HF. Pensions Employer Paid Pension-Cost as a % of Salary DB Pension Plan 3 NJSA NSA A [T M
HF. Pensions Employer Paid Pension-Cost as 2 % of Salary DC Plan 1 0.0000) 0.0000 0.0000 0.0000 0.0000
HFR. Fensions Employer Paid Pension-Cost as 2 % of Salzry DC Plan 2 0.0000 0.0000 0.0000 0.0000 0.0020
HE. Bensions Going Concern Payments as a % of Salary DB Pension Plam 1) 0.00 0,00 0,00 0.00 0.0
HR. Pensions Going Concemn Payments as a % of Salary DB Pensicn Plan 2 0.0:0] 0.00 0,00 0.00 0.0:0|
HR. Bensions Going Concern Payments as a % of Salary DB Pension Plan 3 0.00 0,00 0,00 0.00 0.0
HR Pensions  [Going Concern Payments 2s a % of Totzl Operzsting Expenss DB Pension Plan 1 NJA N/A A /A N/ A
HR. Bensions  [Going Concern Payments 2s a % of Total Operating Expense DB Pension Plan 2 MSA N/A N/A /A /A
HR. Pensions  |Going Concern Payments 2s a % of Total Operzsting Expenss DS Pension Plan 3 NJA N/A WA MSA N/ A
HF. Bensions Solvency Deficit as a % of Pension Assets DB Pension Plan 1 NS NS 1.67] 2,52 NS
HF. Pensions Solvency Deficit as a % of Pension Assets DB Pension Plan 2 /A N/A A /A M/ A
HR. Pensicns Solvency Deficit as 2 % of Pension Assets DB Pension Plan 3 M4 N/& WA [ N8
Collab Procur Collzaborzstive Procurement Expenses| 6727.0000) 6320.0000) 10967.0000 114240000 /A
Collab Procur Collaberative Spend as % of total Expenses § 5 [ B El
Collab Procur Collaborative Spend Year Over Year Change (Year-¥r) -0.28 -0.85 2,92 -0.55 1.01
Collab Procur Total Expense Eligible for Collaberative Purchasing 107590 117098 131775 147031 150409
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An N/A in the current year column means that the system cannot calculate the metric for that
row due to missing information needed to complete the calculation.

It is important to remember that the information to generate the metrics can come from the
benchmarking template upload, the Financial Health Template upload, the COFO Annual
Template upload or the variable identifiers that COU gathers. Or perhaps it is a variable not
used for the University (e.g. DC Plan 1 or 2).
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Submitting the Benchmarking Template for Approval

Once the template errors are cleared and the template successfully uploaded, the

| Ready for Approval | Button will appear on the Benchmarking page:

Return to Survey List

Benchmarking Template
Institution: Algoma University
Survey Status: Pending

Pleasz click here to download last uploaded survey

Upload Survey

Document | Browse. .
IW Cancel |

The survey responses and status have been updated

> Ready for Approval |

The Benchmarking Coordinator will click on thel_€ady for Approval | button to change the status
to ‘Ready for Approval'.

An email will be sent to the Benchmarking Approver and the Benchmarking page will change
the status of the Template to “Ready For Approval”. At this point no further uploads are allowed
by the application.

Return to Survey List

Benchmarking Template

Institution: Algema University
Survey Status: Ready For Approval €————

Please click here to download last uploaded survey

The survey status has been updated

Cancel
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Approving the Benchmarking Template

It is now up to the Benchmarking Approver to review the University’s submission and submit it
as ‘Approved’ to COU.

To complete the approval, the Benchmarking Approver logs into the COU-COFO Online
Reporting application and clicks on the View hyperlink on the left hand side of the page as the
Survey is displayed as the landing page. The following page will appear:

Survey Response

Return to Survey List

Benchmarking Template
Institution: Algoma University
Survey Status: Ready For Approval

Please click hare to download last uploaded survey

| Approved | Pending Cancel

The Benchmarking Approver can click on the ‘ Please click here to download last uploaded survey ‘
to review a copy of the submission.

Once the Benchmarking Approver has reviewed the Template and is in agreement with the
information entered, they click on the Approved button at the bottom of the page. This will
change the template status to Approved and remove the Pending and Approved buttons from
the bottom of the page. The survey is then ready to be verified by COU.

Survey Response

Return to Survey List

Benchmarking Template

Institution: Algoma University
Survey Status: Approved *————

Please click hare to download |ast uploaded survey

The survey status has been updated

Cancel
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If the Benchmarking Approver is not satisfied with the survey information, then they click on the
Pending button to change the template status back to Pending, so the Benchmarking
Coordinator can make the necessary changes and re-submit it for Approval.

When the Benchmarking Approver changes the status back to Pending an email is

automatically sent to the Benchmarking Coordinator advising them that the status has changed
on the Template.

From: COU Reporting <cousupport@tgtsolutions. com =

To: Judy

Cc

Subject: Status Change on your Survey Submission to COLU
'R-|1|z|:|-4-|5|5|‘|5|5!1:-|11|12|1:
= T T T T T T T T T T

Judy Walters-Test for Univ,
Re: Status Change on your Survey Submission to COU

There has been a status change on the

Benchmarking

submission for Algoma University.

The previous status was Ready For Approval.

The current 5tatus is Pending.

The status was updated by Algoma University on 1/23/2019.

Please contact COU if there are any questions or concerns.

Thank-you,

Once all of the Benchmarking Template submissions are complete, COU will verify them.
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Reviewing Previous Benchmarking Template Submissions

As the Benchmarking Survey templates are uploaded, they will be stored in the Benchmarking
Survey History page, which can be accessed from the Document menu section.

COFO Online Reparting > Benchmarking Survey History

| L= Benchmarking Survey History

Miw All Site Content Actions = 1-100 +  View: All Documer
Documents Type Mame Madified Modified By Institution Year Submission
: i:ir::::‘::es =0 2012-2013_Algoma University_Benchmarking 1/7/2019 1:38 PM sysadmin Algoma University 2012-2013 Approved
= Report Files History &) 2012-2013_Brack University_Benchmarking 1/7/2019 1:43 PM sysadmin Brock University 2012-2013 Appraved
» Financial Health Survey | 13 2012-2013_Carletan University_Benchmarking 1/7/2019 1:45 PM sysadmin Carleton University 2012-2013 Approved
. :::mwkmg o lﬂ 2012-2013_Guelph, University of_Benchmarking 1/7/2019 1:45 PM sysadmin Guelph, University of 2012-2013 Appraved

History =0 2012-2013_Lakehead University_Banchmarking 1/7/2019 1:46 PM sysadmin Lakehead University 2012-2013 Approved

This page will contain all of the submissions from 2012-13 forward. Only the COU Administrator
will see all institutions. Universities will only see their own.

The submission can be opened by clicking on the File name and following the prompt boxes.
The Open option may request a second sign-in which is not required to open the document so
you can click on the X to close the box.
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13. Benchmarking Interactive Reporting

To interact with the Benchmarking Survey information, a new interactive reporting feature was
added to the Online Application for analysis purposes. This new feature is only available to
Universities that have uploaded the Benchmarking Survey template. The new feature is very
similar to the Customized Reporting that is available on the Public website. Note each University
will be able to view the information for all of the Universities submitted.

To access the new feature, click on the Benchmarking Interactive Reporting menu in the
Reports section.

COFO Online Reporting

§# COFO Online Rg
Submit Report - Annual Re

Documents

= COFO Templates

= Annual Report Files
= Report Files History

= Financial Health
Survey History

= Benchmarking Survey
History

Reporis

= Validation Report

= Variance Report

m System Reports

» Financial Health
Survey Interactive
Reporting

= Benchmarking
Interactive Reporting
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The following page will appear:

Benchmarking Interactive Reporting

Tab

HR - Benefits - Ratio of Employer- to Employee-Paid Non-Statutory Expenses -

Institution Reporting Year Column Row Label Static Identifiers

Filter by Single Institution - Filter by single Year - Column as a Column - Row Label as a Row - None -

_-Select 2 University-- - 2017/2018 - Select Columns Select Row Labels None -
Run Report Reset To Default Settings Excel (XLSX) + Export

Data

The current filter selection does not return any data.

Please CLICK HERE to reload this page.

The top of the page has six selection sections available to query the Benchmarking survey
information.

The first section is called Tab. This pertains to tabs in the Benchmarking template plus other
metrics to view the Benchmarking calculations. The options available are as follows:

(®) HR - Benefits - Ratio of Employer- to Employee-Paid Non-Statutory Expenses
() HR - WSIB Indicators

O Facilities Data

© Facilities Ratios

() utilities Data - Energy and Water

O utility Data - Waste

| O utilities Ratios

) HR - Pensions

() Collaborative Procurement Spend

() Financial Health Indicators
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The second section pertains to the University information available. There are two boxes
provided to display and select this information.

Institution
Filter by Single Institution -
--Select a University-- -

The first box defines where you would like the data displayed in the report grid and how much
you want to see, while the second box allows you to select the Universities you want to review.

The first box provides three options (with the first option being the default):

®) Filter by Single Institution
C‘ Institution as a Column

O Institution as a Row

If you pick either one of the last two options, you can select multiple Universities.

The second box provides the list of Universities that are available for selection. Remember only
the Universities that filled in the survey will appear in the list.

The third section available for selection pertains to Reporting Years. The historical information
for the Benchmarking templates from 2012/2013 forward were loaded into the Online
Application so those years can be selected for analysis and review as well.

Reporting Year
Filter by single Year -

2017/2018 -

Again there are two boxes available to select the information and they work similar to the
University section.

The fourth section available for selection pertains to the columns in the defined Tabs that have
been provided for you to review the Benchmarking Survey template and the Metric calculations.

Column
Column as a Column -

Select Columns

The information displayed in this section will vary depending on which Tab was selected in the
first box.
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The fifth section available for selection pertains to the Rows in the defined Tabs that have
been provided for you to review the Benchmarking Survey template and the Metric calculations..

Row Label
Row Label as a Row -

Select Row Labels

The information displayed in this section will vary depending on which Tab was selected in the
first box.

The sixth section available for selection pertains to the Static Identifiers. There are six static
identifiers available for use that you can select from the first selection box which are as follows:

Static Identifiers
Mone | - |

® None

() size Group (FTE)

Physical Size Range

Operating Budget{Expense) Range
() weighted Average Building Age
() Research Intensity

Geographical Region

These identifiers allow you to group the Benchmarking data different ways for comparison and
analysis

Once you select one of the Static Identifiers, the next box allows you to select where you want
to display it similar to the other sections:

Static Identifiers

Size Group (FTE) -
Mone |v|
® None

() 1dentifier as a Column

() 1dentifier as a Row

Once all of the selections that you want have been completed, click on the I_Rrun Report
button to review the Benchmarking information in the reporting grid.

Since the Benchmarking Survey information can contain both numeric and text information it
cannot all be displayed on the same tab in the report grid. When text information is selected in
the Column and Row Label sections, two tabs will appear in the reporting grid
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Data Text

. The Data tab will display all of the numeric data values, while the
Text tab will display the text information. If no date or text information is selected or does not
appear on the tab selected, then only the Data tab will appear in the reporting grid.

On the Data tab you can move the selection criteria around between the rows, columns and
header of the grid, by clicking and dragging the section name to over the other section name.
<

When the up and down arrows <+ appear, let go of the mouse.

2010/2011  Carleton University

Data Value Fund
T £ value of
Fund Capital
Row Label Expected

4o N The page display will change for you.

It is important to note that this drag and drop functionality only applies to the Data tab - not to
the Text tab.

You can also change the display by reselecting the section parameters and re-running the
report.

If you are changing the selection parameters a lot, we recommend using the

Reset To Default Settings

option to clear the page to clear the browser cache.

Reset To Default Settings
If the grid starts acting weird, using the will correct it.

Once you get the information that you desire, you have the option to download the information
to an Excel or Text file.

Excel (XLS) |»

® Excel (¥LS)
O Text (CSV)
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If you select Excel and you have both a Data and a Text tab in the reporting grid, there will be
two tabs in the excel file.

A B
HR — Pensions
Ryerzon University
2072018
Data

L8, g AT I

Total Pensionable
Earnings-Participant
Salary Base (8)

0o oo m

DB Penzion Plan 1 8,453
DB Pension Plan 2
DB Pension Plan 3
DC Plan 1

DC Plan 2

Amount

T T T T e e e Il e e e ]
bR R e =i =ikt ik il il iR

Data | Text @

The Text option for export will only download the Data information.
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