
AES & SUNY BI CROSSWALK
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1. ONCE YOU 
CLICK ON LINK 
IT WILL LEAD 
YOU TO YOUR 
NET ID LOG IN
HERE

2. UNDER 
DASHBOARDS 
CLICK ON TYPE OF 
REPORT TO VIEW

OLD WAY- HOW TO GET IN ERAS NEW WAY- HOW TO GET INTO SUNY BI 
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1. INPUT ACCOUNT 
NUMBER AND CLICK 
APPLY

2. TOTAL 
ENCUMBERED=S
UNY BI PENDING 
ENCUMBRANCE

3. 
EXPENDITURE 
TOTALS

4. OTPS 
ENCUMBRANC
E TOTALS

5. TOTAL 
ALLOCATI
ON 

AES – SUMMARY OF EXPENSES SUNY BI EOM – SUMMARY OF EXPENSE
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AES – SUMMARY OF MONTHLY EXPENSES SUNY BI – SUMMAR OF MONTHLY EXPENSES 

1. INPUT 
ACCOUNT 
NUMBER

2. PSR 
CURRENT 
MONTH 
EXPENDITURES

3. OTPS CURENT 
MONTH 
EXPENDITURES 
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AES- PSR DETAILS

1. IN SUNY BI GO 
TO DASHBOARDS> 
ACCOUNT 
SUMMARY > 
MONTH> CLICK 
APPLY

2. MONTH END 
TOTAL PSR

3. CLICK ON BLUE 
HYPERLINK> CLICK 
ON EITHER> 
DOCUMENT OR 
PAYROLL INFO TO 
VIEW DETAILS

SUNY BI PSR DETAILS
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1. CLICKING ON 
DOCUMENT DETAIL WILL 
OPEN PSR DETAIL

2. THE 
DOCUMENT 
DETAIL= 
MONTHLY 
PSR TOTAL 
EXPENDITUR
ES

AES - PSR DETAILS CONTINUED SUNY BI – PSR DETAIL CONTINUED
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AES – OTPS MONTHLY DETAIL OF EXPENSES SUNY BI – OTPS MONTHLY DETAIL OF EXPENSE

1. CLICK ON 
DOCUMENT 
DETAIL HERE

2. OTPS DETAIL 
PAGES
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11/26/19                         REGULAR PAYROLL SUPPLEMENTAL LISTING FOR STONY BROOK UNIVERSITY                          PAGE  

5

STATE UNIVERSITY OF NEW YORK                  FOR MONTH ENDING - NOVEMBER 30, 2019                  FISCAL YEAR 2019-20  INDEX 

10804

UNIVERSITY CONTROLLER                         28050-4900000 DEPARTMENT OF

UAPS420 

CAMPUS TITLE:   DEPARTMENT OF

OBJECT OF    LINE                                                   PAY    PROCESS               GROSS        ANNUAL         

EXPENDITURE   ITEM   EMPLOYEE-ID   NAME AND TITLE                    PER     DATE      FTE        PAID         SALARY           

0400 -0449   INSTRUCTIONAL: GROUP I                                                                                             

0400      55555     NXXXXXXXX   JACKSON,MICHAEL                   15    11/13/19    .90     2,621.49    108,784.00           

CLIN ASST PROF HS                                                                            

0400      55555     NXXXXXXXX   BERRY, HALLE                      15    11/13/19    .90       591.04     85,842.00           

CLIN ASST PROF HS                                                                            

0400      55555     NXXXXXXXX   FROSTY,SNOWMAN                    15    11/13/19   1.00     2,582.38    112,519.00           

CLIN ASST PROF HS                                                                            

AES- VEWING PAYROLL BY PER PERIOD- UNDER DETAILS 

1. GO UNDER DASHBOARDS > TO 
PAYROLL DETAIL TRANSACTIONS > 
INPUT PAY PERIOD RANGE> HIT 
APPLY

2. SUNY BI PAYROLL PER PERIOD 
DETAILS

SUNY BI – VIEWING PAYROLL PER PERIOD DETAIL
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INCORRECT FTE SUNY 
WORKING ON 
SOLUTION TO FIX 

SUNY BI – ENCUMBRANCE DETAIL PAGE

1.
2.

3.

4.

AES – ENCUMBRANCE DETAIL PAGE 

DIRECTIONS ON HOW TO GET 
TO PAYROLL DASHBOARD 
REPORT –FOLLOW STEPS 
BELOW
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SUNY BI- ANOTHER WAY TO VEIW ENCUMBRANCE DETAILS

1
2.

3.

4.

SUNY BI- AFTER APPLY THIS REPORT WILL APPEAR

5. CLICK ON BLUE 
HYPERLINK
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1. CLICK ON THE 
DOCUMENT DETAIL 
BELOW:

1. SUNY BI – SUMMARY ENCUMBRANCE

2. SUNY BI – ENCUMBRANCE DETAIL 

SUNY BI- VIEWING ENCUMBRANCES UNDER THE ACCOUNT 
SUMMARY REPORT DASHBOARD
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TEMPORARY SERVICE SUMMARY AND DETAILS

SUNY BI – TEMP SERVICES SUMMARY/DETAIL
AES- TEMP SERVICE SUMMARY/DETAILS

PLEASE NOTE- YOU WILL NEED 
TO GO TO DASHBOARD> 
ACCOUNT SUMMARY > CLICK 
ON DOCUMENT DETAIL OR 
PAYROLL INFO
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AES- CASH DISBURSEMENTS PAGE SUNY BI- TRANSACTION INQUIRY (VIEW CASH DIBURSEMENTS)

IN SUNY BI  GO TO 
DASHBOARD> TRANSCATION 
INQUIRY 

1.

2.

3.

4.

1. Input 
account #
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SUNY BI- EOM DASHBOARD DIRECTIONS
1.

2.

3.

5.

4.

Go to Dashboards

SUNY BI- EOM REPORT

5. INPUT ACCOUNT 
NUMBER
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AES & SUNY BI CASH PAGES

AES CASH PAGE

SUNY BI- EOM SUMMARY 
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AES & SUNY BI CASH PAGE CONTINUED

AES CASH PAGE CONTINUED

SUNY BI CASH PAGE
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Please note 
you will need 
to go to 
Dashboards> 
Account 
Summary= to 
view this cash 
page version



For information and documentation on SUNY BI, please go to the 
following link on the Budget Office’s website. Please review the BI 
Overview link and Helpful Hints & Tricks section. 
https://www.stonybrook.edu/commcms/budgetoffice/managing/s
unybi.php Please contact your VP Coordinator if you do not 
currently have access to SUNY BI or SBU Reporting

SUNY BI WEBSITE INFORMATION
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