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Year End Fact Sheet Application Screen Shots 

The Fact Sheet dashboard contains the status of all the fact sheets you have created. 

 

 

Fact Sheet Status Progression 

Status Meaning 
In Process The department has created and saved the fact sheet, but has not submitted it to University 

Accounting for review. 

Submitted The fact sheet was submitted to University Accounting for review. 

Under Review University Accounting is reviewing the Submitted fact sheet. 

Returned The fact sheet Under Review by University Accounting is returned to your dashboard for 
additional information. 

Updating Banner University Accounting has reviewed the fact sheet and will update the financial information in 
Banner. 

Completed The fact sheet data is Updated to period 14 in Banner. 

Reopened University Accounting has discovered a need to reopen the Completed fact sheet. 

Subsequent Complete University Accounting has Completed the Reopened fact sheet. 
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After you create your fact sheet, an additional window will open with the Year End Fact Sheet cover. The Fact 
Sheet cover requests specific information about the Chart and Fund entered in the Fact Sheet dashboard. 
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The Year End Fact Sheet Excel Attachment is used to enter more specific information required for this Chart and 
Fund.   
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