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Financial Investigatory Tools

Objective: Gain a solid understanding of using advanced financial reporting tools for troubleshooting in

PeopleSoft.

Session Summary: Queries and inquiries allow administrators to research issues and discrepancies
encountered within reports. The focus of this session is to build on basic knowledge of Financial Reports and

to utilize more advanced methods for retrieving to provide a full picture of transactions in the system.




Financial Investigatory Tools — 2 Classes

Part 1: Background information to better understand where data is and the general timing of when data is

available for reporting.

Part 2: Accessing data through reports, inquiries, and queries.






Investigatory Tools

O Report - Reports are used to retrieve data based on a set of criteria you specify. Reports are “jobs” that need to be
processed by the system. In PeopleSoft, reports use a Run Control ID and present information in .pdf file format.

* Delivered Report - Standard reports that were received as part of the PeopleSoft package.

* Custom Report - Reports within PeopleSoft that were developed by UVM programmers based on the way
UVM operates. These reports can be changed and enhanced with additional programming effort.

O Inquiry - A tool for requesting information in PeopleSoft Financials. Inquiries are similar to reports except that
they are designed to run to the screen (or to Excel) rather than to a .pdf file. The data is drillable to the
transaction level.

O Query - A tool used to retrieve data from PeopleSoft, based on criteria which you specify. Queries are similar to
reports except that they run to a screen or Excel rather than a .pdf file. The data is not formatted in standardized
report layout, rather it is ideal to use Excel to present the information in a personalized format.

Link to User Guides: https://www.uvm.edu/finance/tools-resources/user-guides



https://www.uvm.edu/finance/tools-resources/user-guides
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Reporting

O Run Control ID’s are how reports are accessed in PeopleSoft
and they are what you use to set the parameters for the report
you wish to run.

O You can either use an existing Run Control ID or add a new one.

With existing Run Control ID’s you can change the criteria for
each report, as often as you wish, without entering a new Run
Control ID.

*  While a report request is still running, do not change the
run control ID parameters.

| Find an Existing Value | Add a New Value

|  Search Criteria |

Run Control ID:| begins with v || |

[l case Sensitive

| Search H Clear ]EIasicSearch E[.F] Save Search Criteria




Reporting

Monthly Reports — At UVM we have developed many reports and
gueries to fit our needs. From these reports and queries, there
are 3 reports to highlight. These hybrid reports are particularly
useful by combining both budget data from KK as well as net
position, revenue, and expense transactions from the GL.
Because of these features, these reports are recommended for
business managers to use for monthly review of financial data.

O Operating Report
0 Monthly Budget Report — Projects

0 Endowment and Gift Report

Accounting & Reporting ~

users to send bills to entities (not individuals) outside UVM. University departments must be established within
PeopleSoft as a Business Unit to bill customers.

- Financial Reporting - Axiom

It includes Trial Balance Report, Ledger Inquiry Report and Ledger Activity Report.

-(Gift & Endowment Report (P

321,370,and 371.

¥ ): Covers the PeopleSoft Endowment & Gift report for funds 310, 311, 320,




Reporting

Operating Report

45 The University of Vermont

0 Can be run by accounting period, including the current month PeopleSoft Finance 9.1

giving you period to date and year to date actuals. The data is

only for accounting periods 1-12, period 998 is not included. Gua e osk Onit
Run Control ID:  Kristin Report Manager Process M
0 The KK budgetary data is a snapshot of what the budget, Language: English ]
encumbrances, pre-encumbrances, and remaining balance Period Range

*Fiscal Year| 2017|C  *From Period Ijlﬂ. March 0310112017 0 0313112017
“ToPeriod|  9|Q mMarch 03012017 § 03312017

available are for the time period selected.

.y .. . Run Options
0 Net POSItIOﬂ (Net ACtIVIty) Can be mdUded' ¥l Financial Data in XLS? ¥l Include Transaction Detail [ Include Net Activity
Include PO Summary Payroll Financial Data by Person O Suppress Revenue Amounts

0 Multiple options for additional data to be included in request

Chartfield Values

with output in .csv format ou fs___Ja ®E(s __ Ja Troe Viewer
. . Dept % Q fo] % |Q [oR Tree Node &

Fund @\ El @\
swce @@ gk Ja
Function Q fio Q
Program Q @ 0«.
Purpose 4 [% Qg [% Q
Property % 1 fto] [% (e}

|Check box to include chartfield value in output|
|Uncheck box to summarize across selected values |




v ' . "
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Reporting Exercise — Run a Monthly Operating Report

Favorites | Main Menu * UVM Reports

1. Navigation to the report: Main Menu > UVM Reports
> Budget Reports > Operating Budget Report

The University of Vermont
PeopleSoft Finance 9.2

* VM Reports

l.{ * UVM Reports

Lo

J/’ Budget Reports

|~ UM Budget Reports
= Budget, Enc, PreEnc Archive
B Endowment and Gift Report
B Meonthly Budget Rpt - Projects
FE Operating Budget Report

2. You will need to add a new Run Control ID or search Operating Budget Report

for an existing Run Control ID to run the report. If you
are adding a new Run Control ID, spaces are not

Enter any information you have and click Search. Leave fields blank f

Find an Existing Value Add a New Value

* Search Criteria

accepted in the name.
Run Cuntrulll}

D Case Sensitive

o
Search Clear |Basic Search & Save Search Criteria

Link to User Guides: https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/basicfinancialreports.pdf



https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/basicfinancialreports.pdf

Reporting Exercise — Run a Monthly Operating Report

Enter the criteria for your report in the Run Control ID

Fiscal Year = pick a year (YYYY format)

From Period and To Period = select an accounting period

Run Options — Check or uncheck the following boxes as appropriate:

Financial Data in XLS: Creates a separate .csv that contains the same financial
information that is in the report.

Include Transaction Detail: Adds a section to the end of the report that shows
the details of the posted actuals transactions for the last accounting period
selected. Additionally, this will also create a separate .csv file with the details.

Include Net Activity: Includes the Net Position and Net Activity figures. Net
Position is the balance in period 0 for account 30000. Net Activity is the current
calculation of Net Position + YTD Revenue — YTD Expenses.

Include PO Summary: Provides a list of open purchase orders as of the last
accounting period selected.

Payroll Financial Data by Person: Includes a summary of payroll expenses,
including fringe and encumbrances, by person, for the selected fiscal year and
accounting periods.

Suppress Revenue Amounts: Selecting this will exclude revenue from the report.

Chartstring Values: Select the chartstring criteria for the report. The % is the
wildcard value which will return all values for that field.

Operating Monthly Budget Rpt \

Run Control 1D Kristin Report Manager Process Menitor

Language | English W
Period Range

*Fiscal Year| 2019/Q, *From
Period

*To Period

8| December 12/01/2018 ~ 12/31/2018
6|/Q December 12/01/2018 - 12/31/2013
Run Options

[IFinancial Data in XL5? M Include Transaction Detail Include Het Activity
Include PO Summary Payroll Financial Data by Person |:| Suppress Revenue Amounts

Chartfield Values

ou 15 Q to |15 Q Tree Viewer
Dept % Qg % 2 op Tree Node Q@
Fund 130 Q to 150 Q

Code

Source % QR to | L §

Function % QR to |% <

Program % QU to [% Q

Ezfpeose % Qo % X

Property % Qo |% Q

Check box to include chartfield value in output.
Uncheck box to summarize across selected values.

Run




Reporting Exercise — Run a Monthly Operating Report

4. Run the report

5. Once the job has completed to success, navigate to the output files: Process
Monitor > Click the “Details” link > Click the “View Log/Trace” link.

6. Depending on which check boxes that were selected in the run options will change
what is returned when the job has completed. Files with a .log or .out extension
(grey in the picture) can be ignored.

A. UVOPBDGT_xxxx.pdf — Operating report results that are formatted, which
includes subtotals. If the PO Summary, Transaction Details, and Payroll
Financial Data boxes were selected on the Run Control ID, each will show
information in a separate section at the end of the report output.

B. FINANCIAL UVOPBDGT_ xxxx.csv — Spreadsheet of the report results with the
same data as in the .pdf (A).

C. ACTUALS_DTL_UVOPBDGT.xxx.csv — Spreadsheet that has the detail
transactions for the last period selected on the run control ID.

D. PO_SUMMARY_xxxx.csv — Spreadsheet contain PO details.
E. SALARY_UVOPBDGT_xxxx.csv — Spreadsheet containing payroll information

View Log/Trace

Message Log

Report
ReportID 3853383 Process Instance 4283945
Hame UNOPBDGT Process Type SOR Report
Run Status  Success

Operating Monthly Budget Rpt
Distribution Details

Distribution Node  PSPREP Expiration Date

File List
Name File Size (bytes)

ACTUALS_DTL_UVOPBDGT 4283945 csv ({8 172,350

FINANCIAL_UVOPBDGT_4283845.csv  ((3) 516,209
PO_SUMMARY_4283845.csv @) 23531
SALARY_UVOPBDGT_4283945.cayv (@ .07
SOA_UVOPBDGT_4283945 Iog 1,842
uvopbdgt_d283945.PDF (A R

uvopbdgt_4283945 out 881

Distribute To

Distribution 1D Type *Distribution 1D

User kbahn

05/012015

Datetime Created

03172019 2:42:24 921222PM EST
03172019 2:42:24 921222PM EST
03172015 2:42:24 921222PM EST
0113172019 2:42:24 921222PM EST
013205 2:42:24 921222PM EST
013172019 2:42:24 921222PM EST

032018 2:42:24 521 222PKM EST




4. Reviewing the data in the report:

Reporting Exercise — Run a Monthly Operating Report

FSFRD Tniversity of Vermont
Report ID: TWOEEDET VM Operating Buodget Report Page Ho. 1 of 4¢
igecel Year: 2015 Run Date: 01/31/201% 02:41 PM
eriod Bange: & - £ [December 12/01/2018 to December 12/31,/2018 Bun By: Eristin Bahn
Felected Beport Parameters: Includs Detz2il: ¥ Includs Net Reotiwvic Bevenus: N Summsrized CFs
Chartfields: QU: 15-Larner MD College of Medicine Dapt: ALL
Fource: RLL Function: ALL Erog: ALL
[Furp: ALL Ppty: BLL
Base Fevised YTD Pericd(s) ¥TD Pericd(s) Pre- Encum- Femaining
Budget Budget Bevenue nue Expense Expense Encumbrance brance Balance
0 Beginning Net Asgset: =10, 628,95
Fhartstring Net Actiwity Total
LE EE0&60 150 130058 Q000 0000 0000 = Ne Current Budget or Actuals Retivity
m Beginning Net Asset: 0.00
ept Fund Source Func Prog Purp Ppty
LE 5ED&0 150 130059 924 0&03 Q000 0000
E4300 Intrnl Funding - Tranafer 0.00 0.00
45500 Intrn Funding-Transfer Fr 10, 628 g 0.00 0.00 0.00 0.00
E4300 Subtotal: 2.00 D .00 10 €28, 1] ", 0. 00 2. 00 0. 00 =10, €28 95
REVENUE Chartstring SubTotal 0.00 0.00 10,628.95 0.00 0.00 0.00 0.00 0.00 -10,628.55
Chartstring Net Activity Total 10,628,985

T I I I R T I I T I IS SN R TS SIS E SN R R TSRS EE SRR EEEEEE
Report Total Revenues -5, 166, -2,736,€651.17 -254,182.73 =-2,431,008.83
Report Total Expenses 5,156, 2,447,333.32 300,322.1% 71,78E.35 1,355,619.36 1,278,051.53
- i > ) . 2 . * -
i o ' - i R 2 - .
\ ’ . iy » . - BB

.



Reporting Exercise — Run a Monthly Operating Report

4. Reviewing the data in the report (continued):

PO ID Ln/Dst  Budget DT Vendor Line Descr

Qoool70038 07/01/2018 Copier Lease Canon EM-3551CI § 4,205. .02 . €3502 15 55050 150 130073 401 0000 0000 0000
000017005 07/01/2018 Copier Lease Kyocera TAS50li S 2,0€7. .BE - €3502 15 55€50 150 130082 461 0000 0000 0000
aoool7o250 07/03/2018 Monthly lease of Philips Achie 208,328. .50 . €3502 15 557€0 150 130185 251 o000 0000 0000
aoool7os20 07/03s2018 Supplies purchased for the Res 1,200. 312.53 g8 312.53 15 557€0 150 130185 251
Qoo 07/10/2018 Monthly rent and IS5 support fo 1€,10€. .94 . 15 557€0 150 130185 251

€. 0.00 0 0. 15 557e0 150 130185 251

00170525
0000170525 07/10/2018 Monthly rent and IS support fo

Chartetring Account/ Description D

EE060-15-130077-1580-105 0000-0000-0000 45201-IC- Product 1 Internal S5a SUR 0000317432 12/07/72018 jparis-0Dect 2018-DHA REV -4 E11.51

55060-15-130077-1580-105 0&603-0000-0000 45101-Product/Serwv Sales - CashBI DNF-0000002 12/14/2018 1 Middlebury Coll-BIUDE&-Larner Cecllege of Medi -350.886

EEDGB—lE—lBGg'??;iED—lEB 0&603-0000-0000 45101-Product/Serv Sales - CashBI DNF-0000003 12/14/2018 1 VI Department o-BIDDE-Larner College of Medi —gg_%g
It"tltt‘iﬁ! ot H =3 =

EE060=15=130077=1680=108 0603=0000=-0000 45201-IC- Product 1 Internal SaAR 211360 12/31/2018 1 =EFT=12/2€ P-Deposit ID=-2118&0 =33.10

PAYROLL STMMARY BY FERSON

Chartetring Emplid Name Frg Rt YTD Expense YTD PER (=) Exp PER (=) Frg Encumb Frg Encumb

Fringe
45.00 1,894.20 E52.39 315.70 142.07 1,875.58 B45.81

|

45.00 21, 41580 5.,637.11 3,565.30 1, 6&06.19 21,251.03 9,562.96
] £E wERn @ s $51 mERE Lk
Chartstring Total — 28.310.80 13,.099.8€ 4 851.80  2,183.32 R, BBE. B4  12,9099.07
S —— 5.00 37028 1,704.73 P
ar g Tot

45.00 7,695.00 3, 46275 . §77.13 7,635.81 3,436.11
45.00 26,385 92 11,875 46 . 1,979.24 26,187.00 11,784.15
strin 34, 084.92 15 338.21 . 2.88€.37

33,823.81 15,230.26




Reporting

Monthly Project Report

O

Can be run by accounting period, including the current
month giving you period to date and year to date actuals.
The data is only for accounting periods 1-12, period 998 is
not included.

Can be run by Award, Pl, or Owning Organization (non-
sponsored projects).

The KK budgetary data is a snapshot of what the budget,
encumbrances, pre-encumbrances, and remaining balance
available are for the time period selected.

Net Positions can be included.
Closed Projects can be included

Multiple options for additional data to be included in request
with output in .csv format

Run Control ID:  Kristin

Language: English v

Report Manager

Required Parameters

“Fiscal Year | 2016 +period From| 5/, November

fd *Period To| 5@ November

Output Options

Transaction Detail in XLS [JTransaction Detail in PDF

[include Closed Projects?

Financial Data in XLS Clinclude Payroll Detail EndDate Between| |5
[ Non-Sponsored at Detail Level? [include PO Summa
. i —
¥ Projects Personalize | Find | Ed| First ‘4 1of1 (b Last
. . Include Net
Project Description e ——
1 Q O =
¥ Awards (Sponsored Projects Only) Personalize | Find | L First (0 10f1 @) Last
Award Description Award Pl
1 a =
¥ Principal Investigator (Sponsored Projects Personalize | Find | First '3)'_1 of1
Only) &) Last
Inclu.
Plid Name Co-PI
Awards
o a O =
¥ Awarded Department {Sponsored Personalize | Find | First (0 1o0f1
Projects Only) ) Last
Department Description
1 a =
¥ Project Owning Organization Personalize | Find | LEl] First »‘u 1 0f1
(non-Sponsored Only) ) Last
L Include Net
Department Description Assets
1 la | (=]




Reporting

Monthly Project Report — Sample of a Report

FSPRD Oniversity of Vermont
Report ID: TUWMEMER Monthly Budget Report-Projects Page Ho. & cs§ 4284075
Fiscal Year: 2018 Run Date: 0 2015 03:34 BM
hecounting Pericd Range: 13- 12 (0&€/01/2018 to 0E/30/2018) Run By: Kristin Bahn
Report Parameters
Include Closed Projects? N End Date Betwean: and
Projects: 028470
Awards: Hone Selected
Departments: None Selected
Hon-Sponsored Project Owning Orgs: None Selected
PI: Hone Selected
Project: 028470-COM-Neurological Sci Chr Start PIL/Proj Mgr: Holmes, Gregory L Project Begin/End Dt: 30-MAY-2013 to 30-JUN-2020 Commitment Cntrl End Date: NHome
Revenues Total Year to Date Periodis) Year to Date Pericdis) Pre- Spending
Account Account Descr Estimate Revenue Revenue Revenue Budget Expense Expense Enchrnce Encbhrnce Autheority
Eg001 Supplies & Ma als .00 100,000.00 o.00 0.00
€0001 Qffice Suppl o.00 0.00 0.00 0.00
&0005 Othar Supplias .00 0.00 0.00 0.00
€003z Animals-Lab o.o0 0.00 €47.87 308.47
€0071 Labozatery & Researzch Su 0.00 0.00 1,835.70 0.c0
€016l Books o.o0 0.00 .00 0.00
80036 IC - Chemicals 0.00 0.00 0.00 0.00
80243 IC - Lab Supplies 0.00 0.00 70.00 0.00
E6001 Supplies & Materials Total 0.00 o.00 .00 o.00 100, 000.00 2,813.37 305.47 o.00 o.090 e%,176.25
BRewvenue Total Year to Date Periodis) Total Year to Date Pericd(a) Pre- Spending
Account Account Descr Eatimate Fevenus Ravenus Rewvenue Budget Expense Expense Expense Enchrnce Enchrnce Anthority
E&010 Copying & Printing Servi 0.00 0.00 0.00 0.00
€0111 Printing & Publishing Se 0.00 Q.00 Q.00 5,€10.77 0.00 0.00
E&6010 Copying & Printing Services Total .00 Q.00 0.00 0.00 Q.00 E,€10.77 Q.00 .00 0.o0 0.00 -5, €10.77
Revenue Total Year to Date Periodis) Total Year to Date Period(s) Pre- Spending
Account Account Descr Estimate Revenue Revenue Revenue Budget Expense Expense Expense Encbrnce Authority
E&Dl2 Postage & Shipping 0.00 0.00 g.00
&0123 Shipping 0.00 0.00 0.00 925.00 0.00 0.00
E6012 Postage & Shipping Total 0.00 o.00 a.00 a.00 0.00 325.00 0.00 0.00 o.00 0.00 =525.00




Reporting

Endowment & Gift Report

0 Can be run by accounting period, including the current month
giving you year to date actuals. The data is only for accounting
periods 1-12, period 998 is not included.

0 The KK budgetary data is a snapshot of what the budget,
encumbrances, pre-encumbrances, and remaining balance
available are for the time period selected.

UVM Endowment and Gift Report |

Run Control ID:  Kristin

\ English w

Report Manager Process Mon

Period Range

“Fiscal Year| 2016/Q, *From Period | 6/Q, December 12/01/2015 I 121312015
“ToPeriod | 6/Q December 12/01/2015 H 12/31/2015

Run Options

Print Summary Only?

Chartfield Values

Operating Unit Department Source (Gift or Endowment)
[ECHR =Y [« & EI=Y
N S—Y B%  1apR

Department Tree Node Source Tree Node

Endow Omly

| & | la
Tree Viewer
The column headings are as follows, shown with the mathematical logic:
Annual Net hsaget Hew Het Revanus Net Expensa ITD Remaining
Income + Carryforward + Additions = Budget = Budget = Spending — BEncumbrances = Balance
E4421 Ed649 EAXMK EGOO0
Revenue Budget Revenue Budgst Revenue Budget Expenses Budget
Orig and Adj lournals. Adjust Journal Adjust Journal Orig and Adj Journals




Reporting

Monthly Endowment & Gift Report — Sample of a Report

FS5PRD University of Vermont
Beport ID: TUVEMDGET UVM Endowment and Gift Report Page No. 1 of 4
Fiscal Tear: 2U0IE Bun Date: 0173172015 03:44 PM
Period Bange: & - & (December 12/01/2018 to December 12/31/2018 Bun By:
Celected Feport Farameters: Summzry Tnly:
Chartfieldsa: OU: l15-Larner KD College of Hﬂd.'l.::.".I.E Dept: S55000-COM Office of the Dean Fund: Gift and Endowment Funds:- 310,311, 320,321,370,371
Source: RLL
Annual Het Asset Haw Ket Revenue Ket Expense YTD Eemaining
Income Carryforward Additions Budget Budget Spending Encumbrances Balance
15 - Larner MD Collage of Medicine
55000 - COM Dffice of the Dean
310 - BE5 - Gifts
330533 Warshaw Endowed Scheolarzship Fd 0.00 00 0.00 -2,850.0 2,850.00 0.00 0.00 2,850.00
400001 Gifts-Discreticnary 0.00 k14 0.00 1,124.3€ =1,124.3¢€ =1,124.38 o.00 0.03
400002 Poocled Gifts - Grad Educ Fund 0.00 £4 0.00 =-27,512.E4 27,512 .E4 0.00 Q.00 27,512.E4
400015 A 5 Funin 1352 Med Research 0.00 00 0.00 -500.00 500.00 Q.00 Q.00 §00.00
400017 Mischon Pricricy Fund 0.00 8 0.00 -9,005.78 2,005.78 0.00 0.00 59,005.78
400042 Flynn Memorial 0.00 71 0.00 -43,172.71 43,172.7 0.00 0.00 43,172.71
400087 Genentech Molecular Pharm Rsre 0.00 1.82 =303, 2?4 7 -282,912.85 282,912.85 133,401.738 18E,121.08 =35,€09.9¢
400058 Censantesh Investmants Fd 0.00 0. 00 0. 00 O.00 0. 0 000 000 0.04
FSPFRD University of Vermont
Report IO: UVENDGET WM Endowment and Gift Beport Pags Ho. 4 of 4
Figcal Year: 2015 Bun Date: 01/31/201% 03:44 PM
Feriod Hange: & - € (December 12/01/2018 to December 12/31/2018 ) Eun By:
Selected Report Parameters: Summary Only:
Chartfields: OU: l:i-Larner MD College of Hﬂdl:..'m Dept: 55000-COM Office of the Dean Fund: Gift and Endosment Funds: 310,311,320,321,370,371
Source: RLL
Annmal Het Asset KRet Rewvenue Het Expense YTD Remaining
Budget Budget Spending Encumbrances Balance
330593 Hoehl Scholarship Fd -10,243.08 10,243.08 5,000.00 0.00 5,243.08
330€07 Freeman Legacy Med Schlrshp Fd =19,505.4¢€ 13, 505.46 0.00 g.o0 19,505.46
330707 Caldwell MD Family Scholarship =1,548.50 1,948.50 0.00 g.00 1,5948.50
330743 Barrett Endowed Scholarship -1,951.87 1,8951.87 0.00 0.00 1,851.87
321 - RE5 - Foundation Endow Inc
300434 DiSalve Endowed LGBT Lecture 0 5,134 €2 0.00 g0.00 5,134 €2
300448 Larner Endowed Medical Educ Fd 789,397 1,040,410.3% 0.00 .00 1,040,410.39
320161 Donaldscn MD'S1l Professorship 0 €2,447.06 25,922.83 25,7588.73 g,725.40
320166 Larner Professcrship in Med Ed 0 47.534_05 £.00 0.00 47,534.05
330602 MacKay Schelarship Fd 0 €,279.31 3,000.00 .00 3,279,
230613 L J Pomerance Scholarship Fd 0 il.115.14 5,000,000 1 ¥




Inquiries




Reporting — Inquiries

Inquires offer a considerable
amount of flexibility for reporting.
The inquiries allow the user to
view both summary and detailed
information.

The information on the page is
real-time.

The user has the ability to drill to
the detail transaction.

General Ledger (Actuals)

Commitment Control (KK)

The GL Ledger Inquiry page is a quick way to
see transactions by month and also see the
year to date balance.

The Budget Overview page is a quick way to
see budget to actuals for the fiscal year to
date or Project to date.

Ledger Inquiry
Enfer ledger, pesiod, ChartFicld and rest of the critesia. Click on Search bufion to cxccute the query

Ledges Criteria

Inquiry Hama “Unit “Ledger “Fiscal Year *From Perind “To Perind Cunency Stat Code
KD LCDGER UVMOT [ BCTUALS Q| 2016)Q 19 =g UsD Q. Q

[¥] Show YTD Balance Clinclude Closing Adjustments Max Ledger Kows

[ snow iransaction Detats Tl oniy in Hase Currency 100

Search Clear Delete

Chartfield Criteria Personalize | Find |0 B8 First 4 14430013 & Last | Include Adjustment Periods
Charthield Ve Charthield Value Set  Updsteliew 5;;" R;:;:-Tad Urder-By e A L
Account q Q Updatemisw i 4 1 H il
Usaparment Q Q, Updatemiew i O ;] il =
Cperating Undt [+ Q UpdataMiew il O b
Lource [+} (0 UpdataMiew il O 5
Fund Q Q UpdataMew I a 4
Function Q O Updstamiew il | 3
Program Q Q Updaahiew v O 2
AMilzg Q O Updahiew O
Fund AmiEate 8 O Updamhiew O
Purpoze Q o Updaeiew il O 9
Property Q O UpdateMiew il O 10
Project Q 0, Updatemiew v O 7
Adjustment Type Q 0, Updatamizw O

Budget Overview

Inquiry: OPS Description: Ops o

Search Clear Reset

Budget Type

Ledger Group/Set: | Ledgeringuiry Set  w

*Business Unit: JYMO1 [ Ledger Inquiry Set: (OPS Q

[Cwview stat Code Budgets

TimeSpan

*Type of Calendar: | Detail Budget Period v

Budget Criteria Personalize | Find | View All | = | E

Include Adjustment

Select Ledger Group Calendar ID From Budget Period To Budget Period oy
OPREV KK 2016 Q, |2016 Q
OPS_CH KK 2016 Q |2016 Q

ChartField Criteria

ChartField \C,:I‘::F‘e‘d o= ChartField To Inffo  ChartField Value Set  Update/Add

Account % Q |% Q [ ] G Update/Add

Dept % a [ QL [ ] @ Update/add

Oper Unit % Q |% Q [ ] G Update/Add

Source %] Q [% aQ ©O Q@ Update/tdd

Fund % ISR aQ @ @, Updateirdd

Function % Q% Q i Q. Update/Add

Program % Q |% Q [ ] G Update/Add

Purpose % Q [% aQ O @ Update/tdd

Property % Q % (s} i ] Q@ Update/Add




Reporting - Inquiries

O Parameters associated with a particular Inquiry ID can be changed and resaved as often as you’d like.

O To Delete a saved inquiry, just click the delete button.

0 Click the Clear button to reset all values to blank in the inquiry.

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query

Ledger Criteria

Inquiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency

KB_LEDGER UVMO1 |Q |ACTUALS Q2017 1@ 12/Q usD |Q
show YTD Balance include Closing Adjustments Max Ledger Rows
[] Show Transaction Details DDnIym Base Currency 100
Search | Clear Delete I

Stat Code

Q

0 By clicking on the Activity or Detail links you can drill into more information about the transactions. All transactions
appearing here are journal entries. (They may have originated as journal entries or they may have been generated by
another PeopleSoft module like Accounts Payable.) The data available for this inquiry is only from posted journals.

0 By clicking on a column heading, the data will resort (ascending or descending).

@)

To return to your search parameters click on the Inquiry Criteria link.

0 There may be multiple pages of data in the results of the inquiry. To see the additional data, click on View All (on the

right side of the light blue bar, next to the “Find” link).

Ledger Criteria \
Go To: nquiry Criteria Ledger Detail Drill-Down Chartfield Display
Ledger Summary Find | #few Al First ‘&' 1of1 &/ L3
Ledger Amount by Currency Personalize | Find | @\ E 1) 1-244 07244 o
Account Oper Period Balance tl::::i:c?erizﬁ Base
Period Activity Detail Account Description Unit Dept Fund Source Function Project Program Purpose Property Currency (in Transaction Transaction Currency
Currency)
Currency)
Detail 60001 Office Supplies 15 55000 100 100001 501 ooo0 0730 0000 79.80 USD
3 Activity Dretail 60001 Office Supplies 15 55000 100 100001 501 o000 0730 0000 119.76 USD




Reporting - Inquiries

TIP for criteria to use when searching — Try to limit the criteria used to search as much as you can to still return the specific data you are
looking for.

Example:
Net Position (Net Asset) — A simple ledger inquiry in the GL is an easy way to see the balance in the net position account for a chartstring.
| only used 55060-310-400051 for my inquiry.

In the picture below, you can see that there are a few balances related to 55060-310-400051. The total net position is zero, however there
is a surplus balance on the chartstring with no project and a deficit balance on the PC project chartstring. If the search criteria had been
very specific (all chartfield values), the results could show a very different picture.

CoUgoT ot DT T SO TS DTy

Ledger Summary Find | Wiew Al First ‘&' 10f1 ‘&
Ledger Amount by Currency Perzonalize | Find |E‘| E‘ First ‘4’ 1-4of4 ‘&' Last
Period Balance . .
. . Account Oper Fund . R . . Y¥TD Pericd Balance (in
Pericd Detail Account Descripion Unit Dept AFil Fund Source Functiocn Project Program Purpose {in Transaction Transaction Currency]

Currency)

0 Detail 30000 Met Position 15 55080 310 400051 0oo o000 oooo -225,819.51 -225,819.51
0 Detail 30000 Met Position 15 35060 310 400051 000 010669 0000 oooo -0.09 -0.09
0 Detail 30000 Met Position 15 55080 310 400051 000 010732 0000 oooo 0.20 0.20
0 Detail 30000 Met Position 15 55080 310 400051 000 015071 0000 oooo 225,819.40 225,815.40

Currency Totals

Amount (in Transaction Currency) 0.00 USD Amaount (in Base Currency) 0.00 UsSD
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Inquiry Exercise — Using the Ledger Inquiry

1. Navigation to the Ledger Inquiry: Main Menu > General Ledger

Ledger > Review Financial Information > Ledger

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

Find an Existing Value Add a New Value

Search Criteria

2. You will need to either add a new Inquiry ID or search for an ncuiry Name bagins wi <]

existing Inquiry ID to run the request. If you are adding a

new Inquiry ID remember that spaces are not accepted in the Search | [ Clear | Basic Search B Save Search Criteria

name, instead use the underscore symbol _ for the “space”.

Link to User Guides: https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/basicfinancialreports.pdf

-
. . .
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Inquiry Exercise — Using the Ledger Inquiry

Ledger Inguiry

Ledger Criteria

Inquiry Hame
KB_LEDGER

Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

*Unit *Ledger *Fiscal Year *From Period *To Period Currency
UVHO1 |G ACTUALS Q | 20M8|Q 1Q 12Q Q,
Stat Code Date Code View
Q Q
[ show YTD Balance [ include Closing Adjustments Max Ledger Rows
[ show Transaction Details [ only in Base Currency 100

3. Complete the following fields as follows:

Unit: Always enter UVMOL1.

Ledger: Always enter ACTUALS.

Fiscal Year: Enter the fiscal year for the inquiry.

Periods: Enter the accounting period range. Enter periods 1-12 to see the entire fiscal year-to-date balances.
Currency: Leave this blank as UVM only uses USD (US Dollars).

Stat Code: Leave this blank as UVM does not use the statistical accounts.

Show YTD Balance: Checking this will return summarized information.

Show Transaction Details: Checking this returns the details immediately, however it can return a lot of data. If this is not checked,
you still are able to get to the details. Try running without checking this box.

Include Closing Adjustments: This allows you to see the year-end closing adjustments. Try running without checking this box.
Only in Base Currency: Don’t check this box as this is not necessary since UVM only uses the USD currency.
Max Ledger Rows: This controls how many rows of data are retrieved. When necessary, increase this number to see more data.

ra
»



Inquiry Exercise — Using the Ledger Inquiry

4. Select the chartfield values criteria:

* Value Column: Select the chartstring criteria for the report.
The % is the wildcard value which will return all values for that
field. For example, if you wish to search for all departments
within LCOM, you can enter 55% in the department value box.

e ChartField Value Set Column: This is a pre-defined set of
chartfield values. These values are useful when the criteria you
are searching for spans more that can be accommodated with
the Value column. For example, if you wish to search for all
revenue, expense, and net position accounts that is accounts
from 30000-90002. If using the Value column, you would need
to run the inquiry multiple times to capture all of that data.
With the ChartField Value Set = EXP_REV_EQUITY you can get
this data in a single request.

e Sum By Column: By checking this box, you will see the data
summed by the particular chartfield value. For example,
searching for fund = 150 and nothing specified for the source
but having the Sum By checked for source will give you results
for each source value found. Try running this checking an
unchecking values to see the different results.

5. Click Search to run the request.

Chartfield Criteria

ChartField Value ChartField Value Set

Personalize | Find | & | [

Update/New

Account Q EXP_REV_%‘(“\ Update/MNew
Department 55% Q Q. Update/New
Operating Unit QL Q Update/New
Source Q @, Update/New
Fund Code 150 Q @, Update/New
Function Q @, Update/New
Program Code Q @, Update/New
Affiliate Q CQ, Update/New
Fund Affiliate Q @ Update/New
Purpose Q @ Update/New
Property QL Q Update/New
Project QL Q. Update/New

Adjustment Type QL Q Update/New

5um
By

& &

OdORAOR A A AR

First ‘%' 1-13 of 13

Value Required Order-By

OoOooooao

oo

b Last

DShowTransa-:tion Details

~

Search Clear Delete

Chartfield Criteria

ChartField Value ChartField Value Set

Update/N

.




Inquiry Exercise — Using the Ledger Inquiry

6.

Reviewing the data from the Ledger Inquiry:

Ledger Summary

Ledger Amount by Currency

Find | View All First ‘4" 10f1

Perzonalize | Find | E‘l Q‘ First ‘4" 1-100 of 100 ‘%' Last

Period Balance

Periods Activity Detail Account¥ }I:Kuz::::li::inn SI_IDEI- Depte ;uﬁrld Fund Source Function Project Program Purpose {in TF%T.E::::‘R Y;:::;T;iﬁ's:r;im
0 Detail 30000 Met Assets 15 55060 150 130059 000 o000 oooo -10,628.95 -10,628.95
0 Detail 30000 Met Assets 15 55060 150 130077 000 o000 oooo 194,083.21 194,063.21
0 Detail 30000 Met Assets 15 55060 150 130158 000 o000 oooo 176,509.47 176,509.47
0 Detail 30000 Net Assets 15 55060 150 130192 000 oooo oooo -1,716.75 -1,716.75
Ledger Summary Find | View Al First ‘&' 1 of
Ledger Amount by Currency Personalize | Find | I‘E‘l Q First ‘4! 1-100 of 100 '}’ Last
Period Balance - .
Period Activity tail Account Account Description 3::r Dept ;#:Id Fund Source Function Project Program Purpose {in Tri;l?—f::;: Y'}I'E:::::iir?zlj:r:c{;;n}
1 Activity Detail 4101 Fees - Conference 15 55090 150 130079 107 0000 00oo -3,650.00 -3,650.00
GoTo Inguiry Criteria * Ledger Summary
Transaction Criteria
Transaction Details Find | Wigw Al First ‘&' 1o0f1 @& |
Ledger by Period and Chartfields Personalize | Find | 2| B 10f4
Period Account 5::? Dept Fund Fund Affil Source Function Project Program Purpose Account Description Stat
141011 15 55080 150 130079 107 H N Fees - Conference
Amount (in Transaction Currency) -3,650.00 USD  Amount (in Base Currency) -3,650.00 USD
Journals Personalize | Find | £ | [E4 First ‘%' 1of1 '} Last
Amount {in Amount {in
Hournal 1D Line Descr Date Feq Stat Amt HN/R Transaction Currency Base Base Currency
Currencyja Currency)
AF‘.EIUSEIE-TSB‘/ AR Direct Cash Journal 07/02/2018 0.00 N -3,650.00 USD -3,650.00 USD
. - 4 . . .
. . # v £
¢ : - . : ! ‘o »
’ ' . . ’ - B -
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Inquiry Exercise — Using the Ledger Inquiry
6. Reviewing the data from the Ledger Inquiry (continued):
Jouimal nqiy D J:D o s [— e oo —

Ledger Criteria

Go Tolnguiry Criteria *
Transaction Details
Journal Header

Ledger Summary

Journal ID AR00305789
Ledger Group ACTUALS
Source AR
Journal Status Posted

Balanced DR=CR
Doc Seq

Date O7/02/2018
Original Date 07/02/2018
Date Posted 07/02/2018

Reversal Date
Reversal None

Budget Status Valid

Schedule
Process No Request
Total Lines 25
UserID PSBATCHID
InterUnit BU UVMO1
Date Code Adjustment N

Long Description| AR Direct Cash Journal

&

AVigw Attachment

Ledger ACTUALS

Chartfields

Operating Fund
Account Unit Code
4101 15 150
£

Line 9 Line Descr AR Direct Cash Journal
Personalize | Find | View Al | 2| E‘ First ‘4’ 10f1 ‘&' Last
Department Program Function Source PC Business Unit  Project Activity Analysis Type  Purpose
55090 ooon 107 130079 o000
>

@Al Lines O FromiTo
From Line To Line
Query Journal Lines
Totals by Currency Find | View Al First ‘4" 10f1 ‘*' Last
| Currency uso Debit Amount 250,727.32 Credit Amount 280,727.32 Net 0.00
Journal Line Personalize | Find | View Al G| B Fist (4 101 & Last
Drill to Aoyt () Oper
5 Lipe#  Line Descr SpeedType Transaction Currency Account = Fund Dept Program Function
ource Unit
/n Currency)
9 AR Direct Cash -3,650.00 USD 4101 15 150 55090 0000 107
Journal
< >
- * L1
.
. "
. F E - . o
.
' * . . ! = ]

Base Currency USD Base Amount -3,650.00
Currency USD Transaction Amount -3,650.00
Statistics Code Statistic Amount
Distribution Lines Perzonalize | Find | View All | E‘l E‘ Firet ‘&' 10f1 &' Last
Unit Account Brﬁ’“i"g Department E:’;Z ;“ﬁz‘lf‘m Source Function PC Business Unit  Project Activity Erc?;a’“ Pur,
ARDOM A 4101 15 55090 150 130078 107 ooon oog
< b
Journal Header Journal Lines
Ung UWVKO1 Journal ID ARDO30573% Journal Date 07/02/2018

Template List Line| 100

Journal Line Data Perzonalize | Find | Wiew &l

Line# Ledger Account Sr"}if" Fund Dept Program Funetion Source PCB

1 ACTUALS 10001 01 100 oooo1 oooo oo 000100

2 ACTUALS 11201 01 342 11250 oooo ooo 202001

3 ACTUALS 11552 01 342 11250 o0z2a2 ooo 202007

4 ACTUALS 19100 100

5 ACTUALS 19100 150

6 ACTUALS 19100 305

7 ACTUALS 19100 325

8 ACTUALS 19100 342

9 ACTUALS 41011 15 150 55090 0000 107 130079

10 ACTUALS 41011 15 150 55090 0000 107 130079

£

f . . :
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Inquiry Exercise — Using the Budgets Overview

1. Navigation to the Budgets Overview: Main Menu > Commitment
Control > Review Budget Activities > Budgets Overview

2. You will need to either add a new Inquiry ID or search for an
existing Inquiry ID to run the request. If you are adding a
new Inquiry ID remember that spaces are not accepted in the

name.
e i 1 s o afn Lk
Vow AR Tiet € 10009 3 Laod This is how | have my Inquiry
Inquiry Hame Description
AG AG ID’s named, as an example of
BUMP Bump
DETAIL_KK  Detail KK - expense one way to save the |D'S_
DETAIL_REY Detail Rewv
Pz Cps
OPS_PA Cp= Parent
PC Project Costing

SPONSOR sponsored
SP_BUMP Sponsored budget bump

Budgets Overview

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

Find an Existing Value Add a New Value

Search Criteria

Inguiry Name | begins with ~»

[F]
Search Clear Basic Search 2 Save Search Criteria

Link to User Guides: https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/commitmentcontrol.pdf

ra
.
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Inquiry Exercise — Using the Budgets Overview

Budget Inguiry Criteria
Budget Overview

3. Complete the fields as follows:

Business Unit = UVMO01

Ledger Group/Set: Choose either Ledger Inquiry Set or
Ledger Group. Selecting a Ledger Inquiry Set allows you
get see BOTH revenue and expense data in the same
inquiry.

Ledger Group or Ledger Set: Choose the Ledger or
Ledger group you wish to use for the request. (ex.
OPS_CHILD or OPS)

Type of Calendar = Detail Budget Period

Budget Criteria: For OPS and BUMP_REYV, select the
fiscal year (or range of years). For SPONSORED or PC
use the default time period of 1 which will retrieve the
entire span of the project.

Include Adjustments Period(s): Leave checked
Chartfield From and Chartfield To Value: Select the
criteria for the request

Chartfield Value Set: Only use this with the ledgers
DETAIL_REV or DETAIL_KK because they are for detail
accounts rather than budgetary accounts.

4. Click the Search button to run the request.

Inquiry OPS Description [Ops i
---"‘ Search Clear Reset
Budget Type
*Business Unit|UVMD1 | Ledger Group.-'Set Ledger Inquiry Set |OPS Q
[Jview stat Code Budgets
TimeSpan
*Type of Calendar | Detail Budget Period e
Budget Criteria Personalize | Find | View AIIIIE‘I |;_|;.I First ‘4’ 1-2of2 '}/ Last
Select Ledger Group Calendar IO From Budget Pericd To Budget Period Inclm;i?:gll'l:}tmem In;;?z:t:_::::gg
OFREV KK 2019 Q [2019 a [
OPS_CH KK 2018 Q [2018 Q O
ChartField Criteria Budget Status
ChartField S:IEIJ:HE'E' Fe ChariField To Info  CharfField Value Set  Update/Add Open
Clozed
Account % G (% Q, [i] @, Update/add
Hold
Dept 11200 Q [% Q © @ Updatefadd
Oper Unit % Q [% q © @ Update/add
Source 100001 Q| aQ (i ] Q UpdatefAadd
Fund 100 Q| aQ (i ] Q UpdatefAadd
Function % Q| aQ [ ] Q UpdatefAadd
Program % Q (% Q [i] @, Update/add
Purpose % Q [% aqa O ¢ Update/Add
Property % Q| aQ i ] Q UpdatefAadd
il Save |||o™ Return te Search 4| Previous in List 42| Mextin List =] Motify =~ Refresh =% Add
* »
- -
> -

.




Inquiry Exercise — Using the Budgets Overview

5. Reviewing the data from the Budget Overview inquiry:

A. Total Expense Budget based on inquiry criteria

B. Total Expenses, with a valid budget status, for inquiry
criteria

C. Total Encumbrances (Payroll/Fringe & PQ’s), with a valid
status, for inquiry criteria
D. Total Pre-Encumbrances (Requisitions), with a valid
status, for inquiry criteria
E. Total remaining Expense Budget
Expense Budget
- Expenses
- Encumbrances
- Pre-Encumbrance
Available Budget
Total Revenue Budget, for inquiry criteria

Total Revenue, with a valid budget status, for inquiry
criteria

-n

H. Total remaining Revenue Budget
Revenue Budget
- Revenue
Available Budget

Inquiry Results

Business Unit UMM
Type of Calendar Detail Budget Period
Amounts in Base Currency USD

Revenue Associated:

Return to Criteria Max Rows| 100 Display Options|  Search
Ledger Totals (22 Rows)

Budget @) 3822500 Revenue Estimate (F) 0.00
Expense @ =2 Recognized Revenue © 53360
Encumbrance @ 206.348.33 Available Budget 0 -16,336.04
Pre-Encumbrance @ 85.00 Collected Revenue 0.00
o Uncollected Revenue 16,336.04
Budget Balance 1,191.85 {Rec-Coll)
Associate Revenue 0.00
Available Budget e 1,191.86
-
- -

.




Inquiry Exercise — Using the Budgets Overview

5.

Reviewing the data from the Budget Overview inquiry (continued):

Budget Overview Results Personalize | Find | View All | rf:‘"| E First ‘&' 1-220f22 ‘&' Last

Budgst |Account Cper Pre- Awvailable Rewenue Recognized Collected Available Lozs == Percent

Ledger Group F'El'iil: Account Description UrFl}it Dept Fund Source Function Program Purpose Property Budget Expense Encumbrance Encumbrance Budget Estimate F{eienue Revenue Budget* Rewvenue [Rec Available

Colly

1@ | oprev 2019 | |E4648 EL’?\LTB%EW 01 11200 100 100001 984 000D 0000 0.00 0.00 0.00 0.00 0.00 n.uu/ 2.3?4.3/ 0.0 237438 237434 0005

2 | oprev 2019 | |esgog  |[MmiFunding- 5y 44550 qpo 100001 994  oDOO 000D 0.00 0.00 0.00 0.00 0.00 0.00 13.961.66 000  -1396186 1396168 0.005

[Transfer From =

_ Salgwg - / /
3 [ By ops_cH 2019 | |ES110 Dfficers of 0 11200 100 100001 S 0000 0000 0000 180,000.00  105,000.00 73,3848 0.00 161538 0.00 0.00 0.00 0.00 0.0 0803
L&dmin

= = Wa - _

4 [ & ops_cH 2019 | |E5200 é::g‘r‘lgi Sl g 11200 100 100001 52 0000 0000 0000 13275600 7677615  52,371.49 0.00 360835 0.00 0.00 0.00 0.00 0.0 2725

5 [ B ops_cH 2019 | |E5891 g::e'fm'ﬁte 01 11200 100 100001 S 0000 0000 0000 140,740.00 8179930  56,590.25 0.00 2,350.46 0.00 0.00 0.00 0.00 0.04 1675

s [ B ops_cH 2019 | |EG00O gtg:;v?c":;aﬁng 01 11200 100 100001 52 0000 0000 0000 829.00 723.90 0.00 0.00 105.10 0.00 0.00 0.00 0.00 0.00 12685

7 [ R ops_cH 2019 | |E6001 Supplies & 01 11200 100 100001 521 0000 0000 DOOC 2,000.00 144858 0.00 0.00 551.42 0.00 0.00 0.00 0.00 o.od 27573
Materials
- Copying &

8 [ R ops_cH 201g | |EBO10 Printing 0 11200 100 100001 521 0000 0000 0000 8,000.00 777779 0.00 0.00 222 21 0.00 0.00 0.00 0.00 oo 2783
Services

g [ B ops_cH 201g | |EB012 E:T‘;iﬂf;& M 11200 100 100001 521 0000 0000 0000 0.00 538.85 0.00 0.00 638,85 0.00 0.00 0.00 0.00 oo 0003

. . * ' 2 = -
-
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Inquiry Exercise — Using the Budgets Overview

5. Reviewing the data from the Budget Overview inquiry (continued):

General Ledger Journal Line Drill Down

Transaction Line ldentifiers

Business Unit UVMO1 Journal ID P1ETTT-52 5
Line 18 Ledger ACTUALS

Additional Source Information

Journal Line Description NACUBD

Transaction Line Details

Date 11/02/2018

Activity Log Personalize | Find | View All | I‘{.m| = First ‘4’ 1-11 of 11 ‘&' Last
/ E:: E:;.:Irnem Document ID¥ Tran Date M::_IE;E:; Piccount 8:;" Dept Fund Source Function Prograi
R ’." 1|Woucher ID: 003815086 08/08/2018 2,362.52 EB120 01 11200 100 100001 521 oooo
@l ‘:’ 2|Voucher ID: 00825863 09/20/2018 1,256.25 F6120 01 11200 100 100001 521 o000
Q ‘fﬁ 2|Voucher ID: 00830753 102302018 1,180.53 E6120 01 11200 100 100001 521 oooo
@l ‘:‘ 2|Voucher ID: 00835722 MM92018 2,925.00 E6120 01 11200 100 100001 521 0000
&, ‘:l' 1|Woucher ID:  00835559% 1MI2002018 §37.51 6120 01 11200 100 100001 541 oooo
R ‘r' 2|Voucher ID: 00835272 121412018 862.50 E6120 01 11200 100 100001 521 oooo
&R ‘r’ 2|Voucher ID: 00844835 01/23/2019 1,537.50 E6120 01 11200 100 100001 521 0000
R ‘:’ 1|Journal ID: P116777-51 07/30/2018 126.50 E6120 01 11200 100 100001 521 o000
Q ‘fﬁ 18| Journal ID: P116F7T-52 Mi142018 99.00 E5120 01 11200 100 100001 521 oooo
@l ‘:‘ 10{Journal ID: PH8777-51 1210412018 3,260.00 E6120 01 11200 100 100001 521 0000
Q ‘:l' 8|Journal ID: 0000320273 01/25/2015 -13,961.65 5120 01 11200 100 100001 541 oooo
< >
. Y ¥ . ;
. F r -, _
v * . A ’ - - a .

Operating Fund . Program
Account Unit Department Code Source Function Code Purpose Property
51243 o1 11200 100 100001 521 0000 0000 nooo
Line Status Warning
Budget Date 11/02/2018
Line Amount 99.00 uso
oK
Header Lines Totals || Errors | Approval
Unit UWMO1 Journal I P116777-52
Template List Search Criteria
*Process | Edit Journal i
Lines
Select Line Unit Ledger Base Amount Account Sfif’ Dept
" UvMo1 ACTUALS 720.94 50502 01 11280
12 UM ACTUALS -180.92 60502 01 11200
13 UM ACTUALS 52.00 60501 0 11200
14 UWvMoT ACTUALS 50.00 0501 01 11200
15 Uwvho1 ACTUALS 295.62 60501 01 11200
16 UWKo1 ACTUALS 285.62 60501 01 11200
17 uvso1 ACTUALS 19.10 60001 01 11200
18 UWho1 ACTUALS 99.00 61243 01 11200
19 UWKO1 ACTUALS -25.00 80501 01 11200
20 UKot ACTUALS -25.00 80501 01 11200
Totals
Unit Total Lines Total Debits
*
LJ
- -
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Reporting

PeopleSoft queries are an alternative tool to running reports or using inquiry pages. One of the advantages to accessing
information through queries is the option to send the data to Microsoft Excel, which makes manipulating the data easier
and user friendly. Another advantage to running a query rather than using an inquiry page is the ability to retrieve larger
data sets. For a list of available queries, reference the Available Reports and Queries document.

Using either PS Finance or PS Human Resources, navigation to queries is: Reporting Tools > Query > Query Viewer

- Queries

Query Viewer

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

U_GL_ACTUALS_LED_INQ_DESCR

Actuals Bal by Per-w/CF

Descrs Public

HTHL

Excel

XML

Schedule

Lockup References

*
Search By [Query Name v]  begins with [Uv_GL
Advanced Search

Search Results

sFolder View |— Al Folders — "

Query Personalize | Find | View All| 21| E¥  First 4 130 0f67 » Last
- Run to Run to Run to Crefinitional Add to

Guery Name Description Crwner Folder HTML Excel XML Schedule References Favaorites
UW_GL_CONTROL_ACCOUNTS GL Acceunt Chartfield Values  Private HTML Excel XML  Schedule Lookup References  Favorite
UV _GL_IC_REVENUE_2 Actuals IC Rev Chrstrng w/acct Private HTHML Excel XML  Schedule Lookup References Favorite
UW_GL_JRNL_INQUIRY_CF_DESCR_LD  Journal Inguiry wi/CF Descrs Private HTML Excel XML  Schedule Lookup References  Favorite
UV_GL_SFS_SOURCE_TREE_ROLLUP .;R.:iLUp L ERE B REE Private HTML Excel XML  Schedule Lookup References  Fawvorite
UY_GL_WORKFLOW_APPROWALS_LD List Who Approved Journals Private HTHML Excel XML  Schedule Lookup References Favorite
UV_GL_ACCOUNT_LIST GL Account Chartfield Values  Public HTML Excel XML  Schedule Lookup References  Fawvorite
UW_GL_ACCT_45500_FUMD_TRMSFRS  Jrnls w 45900, Fund 200. Public HTHML Excel XML  Schedule Lookup References Favorite
UV_GL_ACTUALS_LEDGER_INQUIRY ‘;‘Ec;‘”“ Ledger Balances BY b pje HTML Excel XML Schedule  Lookup References  Favorite

Favorite




Query Exercise — Using the Query Viewer

1. Navigation to the Query Viewer: Main Menu >
Reporting Tools > Query > Query Viewer

2. If you know the name of the query you can search
on the main query viewer page. If you are unsure of
the name, try clicking the Advanced Search to use
additional search tools.

3. When you have located the query you are looking
for, use the “Add to Favorite” option to bookmark
the query for future use. Your “favorite” queries
will appear on your main Query Viewer page once
saved.

Query Viewer

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

. ,
Search By begins with |

Search Advanced SEarch ey,

Query Viewer

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

Query Name [Degins with

Link to User Guides: https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/generalreports.pdf

* F
~ a ]
]

Description ] centains W
=
Uses Record Name e
Uses Field Name | _
Access Group Name | = Q
Folder Name | >=
Owner | begins with
Vhen using the IN or BETWEEN operg DEtween separated values without quotes. i.e. JOB,EMPLOYEE, JRNL_LN.
contains
Search Cin Search
not =
UW_GU ACCOUNT_LIST GL Account Chartfield Values  Public HTML Excel XML Schedule Lookup References  |Faworite
UW_GL ACCT_495900_FUND_TRNSFRS  Jrnls w 45800, Fund 200. Public HTML Excel XML  Schedule Lockup References  |Favorite
Uv_GL| ACTUALS_LEDGER_INQUIRY ’;‘g”ﬂls Ledger Balances By | p 0 HTML Excel XML Schedule  Lookup Refersnces  |Favorite
uv_Gl ACTUALS_LED_INQ_DESCR E‘i”c"rf Bal by Per-wiCF Public HTML Excel XML Scheduls  Lookup Refersnces  |Favorite
L
H 2 b
-



https://www.uvm.edu/sites/default/files/Division-of-Finance/UserGuides/generalreports.pdf

To run the query select either “run to HTML” or “run
to Excel”. The option of HTML will run the query
results to your screen and then provide the option
to send to the data to Excel. The option of run to

Excel will run the query results directly to Excel.

Once you have selected the output option, a box
will appear for the relevant criteria that pertains to
the query selected. The ability to use the %
wildcard is common with query criteria, but note
there is guidance for the fields about how to enter
the criteria.

Additionally, the headings of the query output will
show under the criteria box. This is a helpful hint to
determine if the query contains the data you want
to see.

Query Exercise — Using the Query Viewer

U _GL

“Search By begins with

Search Advanced Search

Search Results

*Folder View |— A2l Folders — w
Query Persenalize | Find | View AII|IE|| Q
_— Run to Run tol Run to
Guery Name Description Chwner Folder HTML Excel| XML Schedule
UV _GL_CONTROL_ACCOUNTS GL Account Chartfield Values  Private HTML Excel | XML  Schedule
UV _GL_IC_REVENUE_2 Actuals IC Rev Chrstrng w/acet Private HTML Excel | XML  Schedule
UW_GL_JRHL_INQUIRY_CF_DESCR_LD  Journal Inguiry w/CF Descrs Private HTML Excel | XML  Schedule
Uv_GL_SFS_SOURCE_TREE_ROLLUP .F:"I'_JJF_UD SAL SRS EBULE: Private HTML Excel | XML  Schedule

First ‘4 1-30 of 67 '*’' Las;
Definitional Add to
References Faworites
Lockup References  Fawverite
Lockup References  Fawverite
Lockup References  Fawverite
Lockup References Fawvorite

UV _GL_ACTUALS_LED _INQ_DESCR - Actuals Bal by Per-w/CF Descrs

FY (VY ) (req) p

Period From (req) 0

Period To(req) 0
OU Like(%)
Dept Like (%)
Fund Like (%}
Source Like(%)
Function Like(%:}
Project Like(%)
Program Like(%a}
Purpose Like(%)
Ppty Like(%)

Account From &}

Account To Q

View Results

| Unit Year Pericd Total Amt Account Descr Oper Unit OU Descr Dept Dept Descr Fund Fund Descr |

.



Query Exercise — Using the Query Viewer

. X X X UV GL_ACTUALS_LED_INQ_DESCR - Actuals Bal by Per-w/CF Descrs
6. Enter the criteria for the desired data and click the

. Py O ) (req) EEI1E
View Results button.

Period From (reqg) 0
. . . Period To(req) 6
7. Once the query has been run, notice in the right OU Like(%) [15

hand corner you can see how many records have Dent Like (%) [%
Fund Like (%) |150
been returned. Source Like(%) [130%

First 1-100 of 1033 '/ Last

Function Like(%:)

ose Descr Property Ppty Descr PFIJ]-ECT L”'E[%"

Purpose Like(%)
8. Click on the Excel Spreadsheet link to send the data Ppty Like(%)

Account From | 30000 Q

%
o5
Program Like(%) %
%
o5

to Excel where you can format the information

Account To 90002 Q

however is needed for analysis. View RESUIS |
Download results in ;. Excel SpreadSheet CSV Text File XML File (925 kb)

View Al
Unit Year Pericd Total Amt Account Descr ?Jpneitr OU Descr Dept Dept Deg
1 UVMO1 2019 0 0.000 30000 MNet Assets 18 Larner MD College 0f  ce77p gyrgery
Medicine
2 UVMO1 2019 0 2452500 30000 MNetAssets 15 h‘lr;izirnﬂn College oF  cea00 Neurological Scie
3 UVMO1 2019 0 -10285.910 30000 Met Assets 15 Larner MD College of ¢ ;5 COM Microbio & I
Medicine Genetics
4 UVMOI 2019 0O 2790 30000 Net Assets 15 h‘:;izirnﬂn College of 2090 Cont Medical & Int
5 UVMO1 2019 0 721510 30000 Net Assets 15 'rfer;i;rn':': College oF  cci99 cont Medical & Int
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Helpful Resources

https://www.uvm.edu/finance/tools-resources/user-guides

% The University of Vermont
winy Y

APPLY SEARCH + | MYUVM

mew  DIvISION OF FINANCE

User Guides

User guides (formerly called "mini-manuals”) are step-by-step documents designed to guide individuals
through completing a task or activity on their own without attending training, or as a reference to remind

the user of steps necessary to complete a task.

Accounting & Reporting ~

Budgeting ~

Effort Reporting System (ERS) ~

Human Resources & ePAR ~

Payroll & Forms, Salary Distribution, Time Entry & Approval v
PeopleSoft Info & Tips

Requisitions, Accounts Payable, PurCard & Travel & Expense

Tax ~

FORMS

USER GUIDES

DATES & DEADLINES

TRAINING

BUSINESS MANAGER REFERENCE GUIDE

SYSTEMS ACCESS & SUPPORT

FINANCEATO Z

PEOPLESOFT LOGIN

!

PEOPLESOFT FINANCIALS
FLOWCHART (POF)

ENCUMBRANCE CALCULATOR
(EXCEL)

Examples of what you will find in the “Available
Reports and Queries link:

Financial Reports, Queries and

Inquiries
(Nawvigation)

Financial Reports

Description/Purpose
{Additional Information and Resources)

Operating Budget Report
(UVM Reporis>Budge! Reporis)

This report provides the means to monitor the status of operating
budgets. It shows budget, pre-encumbrances and encumbrances from
Commitment Control and draws expenses and revenue from the Actuals
Ledger. For closed accounting periods, the report provides a snapshot of
the budget, encumbrances and actuals as of that closed period.
Transaction detail, payroll detail and PO details can also be included.

(Basic Financial Reparts Mini-Manual)

Financial Reports, Queries and

Inquiries

{Navigation)

Ledger Activity, Activity with
Aftribute Report

(Ganaral Ledger>Ganeral Reports)

Description/Purpose
(Additional Information and Resources)
Shows the journal activity on a particular account for journals that have

posted. This is a delivered report, which may be useful for research.
{Genaral L edger Data Mini-Manual)

Financial Queries

UV_ACTUALS_DTL_FOR_PROJE
CT

UV_ACTUALS_DTL_FOR_CHART
STRING

(Reporting Tools>Query)

Provides detail about actuals transactions that have been posted to the
General Ledger. For example, all expense transactions for a particular
project with detail could be retrieved for a selected timeframe. Mote that
this is the same detail that is retrieved in the UVM Operating, Project and
Endowment and Gift Budget Reports.

HR Reports and Queries

(Navigation)

HR Reports

Description/Purpose
(Additional Information and Resources)

Blank Distribution Form
(UVM Reports>Commitment Accounting)

This is the form used for processing distribution for new hires and for
adding a new sheet to an old distribution.
(Reparts and Quenes Mini-Manual)

HR Queries

List of faculty with union codes and FTE
FAC_UNION_ACTIVE Thi 2 sutomaiical i b ] it :
{ : T ol S8 J



https://www.uvm.edu/finance/tools-resources/user-guides

Questions?
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