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Running the Trial Balance Report

Definition and Purpose:

Thetrial balance shows summarized balances (debits and credits) from the General Ledger for a

fiscal year, for the selected accounting period range, based on the parameters selected. This

report displays the same data that you see on the Ledger Overvieveyag# that here the

accounting periods are summarized to show only one line per chartfield combination. You can

run the report based on various chartfield parameters, and the report will summarize across the
parameters you select.

If you run the rep for all accounts, then assets, liabilities, equity, expenses and revenue will
be added together as followsssets[minus] Liabilities [plus]Equity ( a. k. a. fiNet

Account 30000) [minusExpensegplus] Revenue[equals] theResult

If the result is positive, it will appear in the debit column, and if the amount is negative, it will

As s e

appear in the credit column. The net of the debit and credit column appears in the Net kolumn.
the net is a credit, there is a surplufsit is a debit, therés a deficit.

1. Log in to PeopleSoft through the Financials Login (www.uvm.edu/~erp/portal).
Navigate as follows: General Ledger > General Reports > Trial Balance. Click
the Search button and choose a Run Control ID.

2 (If you do not have a Run Control ID, you must create one by selecting the Add a

New Value tab. Type a hame for your Run Control ID [no spaces], then click
Add. Be careful about adding Run Contr
deleted from the system.)

Trial Balance
Enter any information you have and click Search. Leave fields blank for a list of all values.

v an Exising vaiue { 1

Run Control ID:| pegins with «

[ case Sensitive

Search |

Clear Basic Search Save Search Criteria
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3 When you have selected or created a Run Control ID, a page like the one shown
' below will open.

Trial Balance Report

Run Control ID:  Test ReportManager  Process Monitor __R4D |
Language: W
Report Request Parameters

Unit: UV Q. *lLedger: |[ACTUALS O Adjustment Periods

[ |Adustmentperioa | |
T 2008 i

riecalear rrom pened i ]

Currency Option: To Period: 12

[ Display Full Humeric Field Currency: Q

Refresh |

ChartField Selection Customize | Find | i Firgt (51 1-15 of 16 L) Last
Sequence |ChartField Name Imér Descr | Subtotal (Value To Value
1 Department O [11570 Q, [11570 Q
2 Account l l |z0000 Q. |g9a01 Q

If this is a new Run Control ID, press the Refresh button to show the Chartfields.
Select UVMOL as the Unit.

Select ACTUALS as the Ledger.

Enter the Fiscal Year on which you wish to report.

Enter the From Period beginning with which you wish to report.

Enter the To Period through which you wish to report.

4. For balance sheet accounts (asset accounts which begin with a 1, liability
accounts which begin with a 2, and the net asset/ fund balance account 30000),
make sure to start your range with period 0 if you want to include the balances
that rolled forward from previous fiscal years. This is because period 0 is where
the balance sheet accounts close to when the fiscal year close process is

completed.

Note that i f AfPeriod Fromo is | eft b I
fiPeriod Too field is | eft bl ank, t he
To.
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To select an Adjustment Period(s), choose it from the drop-down box.
(Typically, you will NOT want to select adjustment periods. They represent the
periods into which University Financial Services posts year-end adjustments
related to UVM financial statements.

The Currency Option should be left as Base.
The Currency should be set to USD (U.S. Dollar) or left blank.
The Display Full Numeric Field box may be left unchecked.

Specify specific chartfield values or ranges for which you wish to see data.

If you want to only see totals for expense accounts, enter a range of accounts
from the lowest account number that starts with 5 to the highest account number
that starts with 9. (If you do not select a range of accounts, then your output
will include assets, liabilities, equity, revenue and expenses.)

It is possible to specify values to narrow down the results, but not view those
chartfields in the report output. For example, you can enter the range of accounts
from the first revenue account to the last expense account and not check the
Include CF box to exclude the chartfield from the report output. This will net
revenue and expense together for the chartstrings that you select.

I% Click to place a checkmark in the box in the Include CF column for
each chartfield that you want to include in the report output.

[

Click to place a checkmark in the box in the Subtotal column for each chartfield that you
wish to see subtotaled.

In order for the subtotaling feature to work properly, the chartfield(s) by which you wish to
subtotal must be first in the sequence.

For example, to subtotal chosen accounts within a given department, place a 1 in the
Sequence column beside Department, then place a 2 in the Sequence column beside
8. Account, then check the Subtotal box to the right of both Account and Department.
(When you press Save, PeopleSoft will reorder the chartfields and move Department and
Account to the top of the Chartfield Selection table.)

This will produce a report with subtotals for all accounts that you specify within the
chosen department subtotal. Also note that if there is only one row with a particular
combination of chartfields, no subtotal will print because that row is the subtotal for that
combination of chartfields.
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ChartField Selection Customize | Find | ¥ First |4 1.5 0715 | P Last
Seqguence |ChariField Hame Subtotal |Value
1 Department O 11320 C 11320 Q,
2 Account 60001 Q, 90002 Q,

Note that there is typically enough space for 10 Chartfields and one Description
9. to print nicely on the report. If you elect to include more Descriptions, it is likely
that the report output will wrap in a way that makes it difficult to read.

When you are done selecting criteria and entering values, click Run to initiate the
processing of the report. If you need help using the Process Monitor to retrieve

10. the output, see the Step-by-Step guide on the PeopleSoft Training web site
e nt i Usingtde P&opleSoft Process Monitor. 0
This report is optimized to run in PDF format, however, if you click Run and then
select CSV (comma separated values) as the Format (rather than PDF); the

11 resulting spreadsheet typically requires only a small amount of cleanup. (In

certain cases, you may need to shift some values over by one column, but for the
most part the values will line up.) The screen on which the CSV selection is made
is shown in the graphic below.

Process Scheduler Request

User ID: rcory Run Control ID: Test
Server Name: Run Date: 06i28/2008 E]
Recurrence: Run Time: 335 17PM Resetto Current Date/Time

Time Zone: Q

Process List

Select |Description Process Hame Distribution

Trial Balance Report GLST012 SQR Report

Web v|

CsV v | Distribution

There are a couple of queries you may wish to try that will display the same
information as this report:

UV_GL_ACTUALS LED_INQ DESCR
UV_GL_JRNL_INQUIRY_CF_DESCRS

The appeal of these queries is that you can run them to Excel where you can
manipulate and summarize the data in whatever way best fits your needs.

12.

See the document entitled Financial Reports, Inquiries and Queries on the
PeopleSoft Training website for more information on these queries.
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Example:

In this example the report is run to include the net asset account, 30000, and the
revenue and expense accounts. We have selected all chartfields, and chosen to
display the description of the account number. We have also chosen to subtotal

by account. This report will be run for department 11570, for the project 016347.

Trial Balance Report

Run Control ID:  Test ReportManager  Process Monitor S0

e

Report Request Parameters
Unit: UM01 Q. “Ledger [ACTUALS @ Adjustment Periods

AdustmentPeriod | |

2008 i 0
Fiscal Year: From Period ] o
Currency Option; To Period: W
13. [ Display Full Numeric Field TITEE a

Refresh |

ChartField Selection Customize | F|r|d| First [ 1-45 of 45 L Last
Sequence |ChariField Name ’F’;W Value To Value

1 Account [ |30000 Q |sas0t Q
l— 2 Operating Unit D O | Q | Q
|3 Department O O [1sm Q [11570 Q
| 4 Fund O O | Q| Q
| 5 Source O O | Q| aQ,
| 6 Funclion O O | Q | Q
7 Projedt O O [|oteaer Q [016347 Q
I—S Program FIRF] | Q, | a
| 9 Purpose @ | @ | Q| Q
l—m Property O O | Q | Q
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