
Financial Data in 
PeopleSoft

Kristin Bahn
Division of Finance
Financial Analysis & Budgeting Office

Part 2 – Accessing Data using Reports, 
Inquiries, and Queries



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.



Part 2 – Accessing Data using 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


Reporting



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.



Reporting
Monthly Reports – At UVM we have developed many reports and 
queries 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  

o Monthly Budget Report – Projects  

o Endowment and Gift Report



Reporting
Operating 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.

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

o Net Position (Net Activity) can be included.

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



Reporting Exercise – Run a Monthly Operating Report

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

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

2. You will need to add a new Run Control ID or search 
for an existing Run Control ID to run the report. If you 
are adding a new Run Control ID, spaces are not 
accepted in the name.

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


Reporting Exercise – Run a Monthly Operating Report
3. 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.



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



Reporting Exercise – Run a Monthly Operating Report
4. Reviewing the data in the report:



Reporting Exercise – Run a Monthly Operating Report
4. Reviewing the data in the report (continued):



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.

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

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

o Net Positions can be included.

o Closed Projects can be included

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



Reporting
Monthly Project Report – Sample of a Report



Reporting
Endowment & Gift Report

o 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.

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



Reporting
Monthly Endowment & Gift Report – Sample of a Report



Inquiries



Reporting – Inquiries

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.

General Ledger (Actuals) Commitment Control (KK)o Inquires offer a considerable 
amount of flexibility for reporting.

o The inquiries allow the user to 
view both summary and detailed 
information.

o The information on the page is 
real-time.

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



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

o 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. 

o By clicking on a column heading, the data will resort (ascending or descending).
o To return to your search parameters click on the Inquiry Criteria link. 
o 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). 



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.  
I 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.



Ledger Inquiry



Inquiry Exercise – Using the Ledger Inquiry

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

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

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

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


Inquiry Exercise – Using the Ledger Inquiry

3. Complete the following fields as follows:
• Unit: Always enter UVM01.
• 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.  



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.

• 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.

• 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.



Inquiry Exercise – Using the Ledger Inquiry
6. Reviewing the data from the Ledger Inquiry:



Inquiry Exercise – Using the Ledger Inquiry
6. Reviewing the data from the Ledger Inquiry (continued):



Budgets Overview Inquiry



Inquiry Exercise – Using the Budgets Overview

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

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.

This is how I have my Inquiry 
ID’s named, as an example of 
one way to save the ID’s. 

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


Inquiry Exercise – Using the Budgets Overview
3. Complete the fields as follows:

• Business Unit = UVM01
• 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_REV, 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 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 & PO’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

F. Total Revenue Budget, for inquiry criteria
G. Total Revenue, with a valid budget status, for inquiry 

criteria
H. Total remaining Revenue Budget

Revenue Budget
- Revenue 
Available Budget



Inquiry Exercise – Using the Budgets Overview
5. Reviewing the data from the Budget Overview inquiry (continued):



Inquiry Exercise – Using the Budgets Overview
5. Reviewing the data from the Budget Overview inquiry (continued):



Queries



Reporting - Queries
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 



Query Exercise – Using the Query Viewer

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

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.

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


Query Exercise – Using the Query Viewer
4. 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.

5. 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
6. Enter the criteria for the desired data and click the 

View Results button.

7. Once the query has been run, notice in the right 
hand corner you can see how many records have 
been returned.  

8. Click on the Excel Spreadsheet link to send the data 
to Excel where you can format the information 
however is needed for analysis.



Helpful Resources
https://www.uvm.edu/finance/tools-resources/user-guides Examples of what you will find in the “Available 

Reports and Queries link:

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


Questions?
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