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Fact Sheet Tips and Tricks  

This document shows some tips and tricks for using the Year End Fact Sheet application.  

 Access to previous year’s Fact Sheets 

 Ability for Financial Managers to access all responsible Funds and the associated Fact Sheet 

 Update Financial Manager for next year’s Fact Sheet  

 Ability to replace the Fact Sheet template before (re)submitting 

 Fund Termination question 

 Helpful error messages 

 Detailed e-mail reminders 

Access to previous year’s Fact Sheets 
There are two ways to access previous year’s Fact Sheets.  If you submitted the Fact Sheet for the Fund in 

previous years, the submitted Fact Sheets will appear under the Submitted Fact Sheets section of your Fact 

Sheet dashboard.  

 

If you did not submit the Fact Sheet for the Fund in previous years, you can view the previous year’s Fact Sheet 
template when you create the Fact Sheet for the Fund this year. 

 

The Submitted Fact 
Sheet section 
shows all Fact 
Sheets submitted 
for the ID logged on 
to the application. 
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Ability for Financial Managers to access all responsible Funds and the associated Fact Sheet  

Financial Managers can access all the Fact Sheets for which they are responsible, regardless of who created or 

submitted the Fact Sheet.  The Fact Sheets will appear in the Financial Manager’s dashboard, showing their 

status.  This allows the Financial Manager to view and print the Fact Sheets, as well as complete and submit any 

that remain in-process, or respond to requests for corrections. Once submitted, no changes can be made unless 

University Accounting & Financial Reporting is contacted and the Fact Sheet is returned. 

Update Financial Manager for next year’s Fact Sheet 

To update the Financial Manager for this Fund, check the box and provide the new Financial Manager’s UIN or e-

mail address.  This change will go into effect after this Fact Sheet cycle. 

 

Ability to replace the Fact Sheet template before (re)submitting 

You can make changes to the Fact Sheet template after you’ve attached it.  However, you must use the Delete 

File (garbage can) icon to remove the incorrect template before you attach the updated or corrected template.  

This option is available after you save, but before you submit, the Fact Sheet.  If a Fact Sheet is returned for 

correction or additional information, you must delete the current file before attaching the corrected or updated file. 

 

The Fact Sheet template 
from the previous year is 
attached for reference. 
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Fund Termination question 
To make it easier for departments to initiate termination of self-supporting Funds, a checkbox is included in the 

Fact Sheet.  If the checkbox is selected and the fund is in deficit, you must enter a C-FOP in the associated text 

box to transfer the Fund’s expenses. 

 

Helpful error messages 

If any required information is incomplete when you submit the Fact Sheet, error messages reference the question 

where the error occurs.  Clicking the link will take you to the proper location on the Fact Sheet to enter the 

necessary information. 

 

Detailed e-mail reminders 

An e-mail reminder to Financial Managers, similar to the one below, shows the status of Fact Sheets that have 

not been submitted. 

 


