Reference Guide to Reports and Inquiries in PeopleSoft Finance

This reference guide is only intended as a quick reference to running reports and using inquires within
PeopleSoft Finance.

Detail on each report and inquiry in this guide can be found at http://www.ndsu.edu/peoplesoft/ along
with other training documents that may be helpful.

Other helpful references:

http://www.ndsu.edu/peoplesoft/references/
http://www.ndsu.edu/accounting/gl/

Reports and Inquires covered in this guide:

Budget Transaction Detail Report:

a.

f.

0.

After selecting all your Request Parameters, first time users may need to click the Refresh button to
display Chartfield Selection.

This report goes by the posted date not the accounting date, so keep that in mind when running this
report. Example...if you wanted all transactions for a particular month, in the Date To field, choose a
date that is a week or so into the next month to make sure you have all transactions for the month you
are inquiring about.

Make sure to choose the correct Ledger Group for the type of fund/project. Choosing the wrong
ledger group could result in little or no information on report.

Do not use the program chartfield in the selection of Chartfields because budgets are not used at the
program level.

Do not use the budget period chartfield in the selections of Chartfields for grant project numbers.
Grants don’t follow the fiscal year for start and end dates.

This report will not work on inactive grant projects.

Make sure to click Save before you run your report each time.

Budgets Overview:

a.

b.

Make sure to choose the correct Ledger Group for the type of fund/project. Choosing the wrong
ledger group could result in little or no information on report.
Refer to the Budget Overview training document for details on how to navigate within the Overview.

Trial Balance:

a.
b.

C.
d.

It is suggested NOT to include department numbers as it may result in incorrect information.
Account Type’s: 100000’°s = Assets, 200000’s = Liabilities, 300000’s = Net Assets (Balance forward
firom prior year) 400000’s = Revenues, 500000 -700000’s = Expenses
Cash-in BND Less Payable Credit balances Plus Receivable Debit balances= Total fund balance
Make sure to click Save before you run your report each time.



Ledger Inquiry:

a. This inquiry has great drilling down capabilities.

b. Journals like the Payroll (PAY) journals and Student Finance journals (SF) have limited drilling
down capability because they are brought over from another module.

c. Refer to the General Ledger Inquiry training document for details on how to navigate within the
Inquiry.

HE PI Report:

a. This report will summarize the budget, current expenditures, encumbrances and cumulative
expenditures for a project and/or an award. A Pl Report can be run by project, award, department or
Principal Investigator (PI).

b. As of Date: Current Date of End of month — this will determine which expenses are reported in the
current month column.

c. Make sure to click Save before you run your report each time.

For additional information on reports, inquires, or training please contact
Michele Kuppich
Phone: 701-231-7823

Email: michele.kuppich@ndsu.edu



Cash Ledger Group
Navigation:

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified fiscal year and period for a specific fund.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 55000-59999 60000-79999 80000-
85999

ro) .
Nf"'gﬁ D:::;I You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites | Main Menu > General Ledger : General Reports > Trial Balance [g

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor lﬂl

Language: m
Unit: W% *Ledger: W% Includehdjustment eric-ds
et vear S beriod: = 1 Adjustment Pﬁen-::br.:lv El
Currency Option: Base - Currency: @,
Display Full Humeric Field
ChartField Selection Personalize | Find | B | ## rr=t B 1430713
Sequence ChartField Name RCME pescr Subtotal Value To Value
[ 1 FundCode 18000 @, {18000 @
[ 2| Account Q, | @,
[ | Subsystem Analysis Type @, | @,
[ | subsystem PC Bus Unit @, | @,
[ | BookCode Q, | @,
[ | Adjustment Type @, | @,
[ | Department @, | @
[ Subsystem Activity ID Q| &
[ | Project @, | @,
li Operating Unit Q@ | @,
[ |/Program Code @, | @
[ | cClassField Q| @,
[ statistics Code Q | @

[5] save (o ReturntoSearch | | PreviousinList | NextinList 7 Notify |Ekoadd| [Euupgateimispiay)




Cash Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund for a specified fiscal year and period.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 55000-59999 60000-79999 80000-
85999

ﬁ -
m D::;'}‘; You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites ;| Main Menu > General Ledger > Review Financal Information > Ledager [gl

Ledger Inquiry

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

Ledger Criteria

Inquiry Hame *nit *Ledger *Fiscal Year  *From Period *To Period Currency 5tat Code

LEDGER INDSU1@, |ACTUALS (@, |2014@, 1@, 12/@, @, @,

Show YTD Balance Include Closing Adjustments

Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
. Search  Clear | Delete
Chartfield Criteria = st K 1410111 O oot i Include

Sum  Value Order- L lEhlE T
ChartField Value ChartField Value Set |UpdateiNew |5 - e Periods
By uired By

A t | @, | @, Update/N 1| P2 Feried

ccoun ateMew @ 7

9983

Department | @, | @, |Update/Mew ]
Operating Unit | @, | @, |Update/Mew ]
Fund Code 112000 @, | @, Update/New 2
Class Field | @, | @, Update/New |
Program Code | @, | @, |Update/Mew ]
Siit;system PC Bus | @, | @, |UpdateMNew [
Subsystem Activity ID | @, | @, Update/New P
_?;F?Esystem Analysis | % | % Undate/New [
Project | @, | @, |Update/Mew ]
Adjustment Type | @, | @, Update/Mew ™

[5] save [ot ReturntoSearch | =] Notify | |Ekadd| [ElaipdateDispiay)




Cash Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund and account for a specified fiscal year and period.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 55000-59999 60000-79999 80000-
85999

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu > General Ledger > Review Financal Information > Ledager [3

You are on Database: HEFP

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 Stat Code

LEDGER INDSU1@, |ACTUALS @, |2014 @, [ 1@, [ 2@ | @& | @

Show YTD Balance Include Closing Adjustments

Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
 Search  Clear  Delete
Chartfield Criteria Personalize | Find | B | 7% Firet & 441 0744 [ Lact [l Include

sum  Malue Order: gl
ChartField Value ChartField Value Set  UpdateiNew = . - Periods
By uired By
Sel Period
Account 500000 @, | @, UpdateMew 1
[l 988

Department | @, | @, | UpdateMew F
Operating Unit | @ | @, Update/Mew ]
Fund Code [12000 @, | @, | UpdateNew 2
Class Field | @, | @, | UpdateNew P
Program Code | @, | @, |UpdateMew F
Siﬁsystem PC Bus | % | % Undate/New [
Subsystem Activity D | @, | @, | UpdateNew P
_?;F?esystem Analysis | Q@ | @, |UpdateMNew O
Project | @, | @, | UpdateMew F
Adjustment Type | @, | @, Update/Mew ]

[5) save (o ReturntoSearch | Notify EloAdd| [JEutpdate/isplay




Cash Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund and account group for a specified fiscal year and
period. (Example: The below will display activity on any account beginning with 521...Travel)

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 55000-59999 60000-79999 80000-
85999

4 -
ﬁ};}] D;?T“; You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites : Main Menu > General Ledger > Review Financial Information > Ledger [g]

Ledger Inquiry
Enter ledger, period, CharField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inquiry Hame *Unit *Ledger *Fiscal Year *From Period*To Period Currency StatCode

LEDGER INDSU1/@, |ACTUALS @, [2014@, 1@, 12/@, @, @,

Show YTD Balance Include Closing Adjustments

Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
. Search  Clear  Delete
Chartfield Criteria Personaiize | Find | B | % First £ 441 0111 I Last il Include
ChartField Value CharfField Value Set  Update/New oM Value — Order- gdﬁosdm‘ent

By Required By Sl
Sel Period
Account 5219 @, | @,  Update/New 1
[ 9938

Department | @, | @&, |UpdateMNew il
Operating Unit | @, | @, | UpdateMew i
Fund Code 18000 @, | @ | Update/New 2
Class Field | @ | @, Update/New ]
Program Code | @, | @&, |UpdateMNew il
Siit;system PC Bus | % | % Update/MNew P
Subsystem Activity ID | @ | @ | Update/New F
?;F}besystem Analysis | @, | @, |Update/New F]
Project | @, | @, | UpdateMew Ll
Adjustment Type | @, | @, | UpdateMew "

[5] save [t Returnto Search =] Notify | Eladd| [FtipdateDispiay)




Cash Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given fund number within the given date
range.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 60000-79999 80000-85999

NORTH DAKOTA
UNIVERSITY SYSTEM

Favovnteﬁ MainvMenu b CommitmevntControI > Budgetheports > Budget Transaction Detail [5]

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Detail Report Manager  Process Monitor |ﬂ|
Language: English v
Report Request Parameters
Unit: NDSUA @, North Dakota State University

Ledger Group: User Budget Overrides
Transaction Type Option: All - Type: E
Commit Control Date 0 Date From: |07/012013 |5l DateTo: [08152013 |3

Ledger Type Option: All - Commitment Control Ledger Type

Commitment Control Ledger Type
- =l
 Reffesh
ChartField Selection Personalize | Find | B | % First £ 4450745 10 Last
uence ChartField Name '“c{':"FdeM To Value
[ 1 FundCode [18000 @, [18000 @,
[ 2 Account | @ | @
[ 3 BudgetPeriod [2014 @, [2014 @,
] ncty | a, | a,
’7 Subsystem PC Bus Unit | W G,
[ | Subsystem Activity ID | @ | @,
[ | PCBusinass Unit | @ | @
[ ClassField | @ | @,
[ Department | @ | @
’7 Subsystem Analysis Type | @, | @&,
’7 Operating Unit | @ | &,
[ | Program Code | @ | @
[ Project | @ | @
[ | Source Type | @ | @
[ Statistics Code | @ | @,

[5) save [oF RetuntoSearch | Previousinlist | NextinList =] Notify (Boaad| [FpdateDispiay)|




Cash Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given fund number within the given fiscal
year.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 60000-79999 80000-85999

MORTH DAKOTA
UNIVERSITY SYSTEM

Faw)vntes ¢ Main vI'\i'll-}nl..l > Commitmevnt Contral > Budgetheports > Budget Transaction Detail [g]

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Detail Report Manager Process Monitor |£|
Language: m
Unit: MDSUT @, North Dakota State University
Ledger Group: -% User Budget Overrides
Transaction Type Option: Al e L7
Commit Control Date Dptio Date From: |07/01/2013 [ DateTo: |08/15/2013 [51)
Ledger Type Option: M - Commitment Control Ledger Type
Commitment Control Ledger Type
- (=l
r—
ChartField Selection Personalize | Find | B | % First £ 145 0f 15 T Last
uence ChartField Name % Value To Value
[ 1 FundCode 18000 @, [18000 @,
[ 2 Account @, | @,
[ 3 BudgetPeriod 2014 @, [2014 @,
’7 Department @, | @,
[ | SubsystemPC Bus Unit @, | @,
’7 Subsystem Analysis Type @, | @,
[ | Actvity @ | @,
[ | ClassField @, | @,
’7 Program Code @, | @,
[ | Project @, | @
[ | Operating Unit @, | @,
’7 Source Type @, | @,
[ | Subsystem Activity ID @, @,
’7 PC Business Unit @, | @,
[ | statistics Code @ | @,

5] save o RetwmtoSearch [t PreviousinList o | NextinList [= Notify ([Beand| [Eupdatcmispiay)




Navigation:

Cash Ledger Group

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted revenue transactions on the given fund number within the given date

range.

Used for fund Numbers:

e

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites Main Menu > Commitment Control » Budget Reports : Budget Transaction Detail [g

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Detail

Language:

Enaglish -

You are on Database: HEFP

Report Manager

Process Monitor |

00001-09999 12000-13999 18000-23999 60000-79999 80000-85999

Run |

Report Request Parameters
NDSUA @&,

Unit:

(1=

R

JULLDUL L

Ledger Group:

ChartField Selection

ChartField Name

Fund Code

Account

Budget Period

Activity

Subsystem PC Bus Unit
Subsystem Activity 1D
PC Business Unit
Class Field
Department

Subsystem Analysis Type
Operating Unit

Program Code

Project

Source Type

Statistics Code

ClcasHr 1,

Transaction Type Option: All

Commit Control Date {:-ptio

Ledger Type Option: All

-

-

Morth Dakota State University

User Budget Overrides

Type:

Commitment Control Ledger Type
Commitment Control Ledger Type

Date From: [07/01/2013 [ DateTo: |08/15/2013 El

- # =

Personalize | Find | B | % First £ 445 0f 145 [ Last

g
0

. Refresh

Value To Value
[18000 [18000

| |

2014 2014

OooOoocooooDonDOgEEER

PO PP P LS RLLL PSS

PP R PP AR LLE PSS

[5] save | (o RetumntoSearch | t| Previousinlist | NextinList (=] Nofify

|I=" Add| |51 Updata‘Display:




Cash Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted revenue transactions on the given fund number within the given fiscal
year.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 60000-79999 80000-85999
e

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail [g]

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Detail Report Manager Process Monitor |W|
Language: English -
Unit: MDSUA @, Morth Dakota State University
Ledger Group: ‘W' User Budget Overrides
Transaction Type Option: All A Type: |:|
Commit Control Date {:-ption Date From: |07/01/2013 | DateTo: [08/1572013  [&j
Ledger Type Option: A - Commitment Control Ledger Type
Commitment Control Ledger Type
- (=l
e
ChartField Selection Personalize | Find | BY | ¥ First K 4450745 1 Last
uence ChartField Name '“‘"'[':"Fde Value To Value
[ 1 FundCode 18000 @, [18000 @,
[ 2 Account @, Q@
[ 3 BudgetPeriod 2014 @, |[2014 @,
[ | Department @, | @,
[ | Subsystem PC Bus Unit @ @
li Subsystem Analysis Type @, | @
[ ] Actvity @ | @,
[ ClassField @ @,
[ | Program Code @ @
[ | Project @, @
’7 Operating Unit @, | @,
’7 Source Type @, | @
[ | Subsystem Activity ID @ | @,
[ | PCBusiness Unit @, @
[ | statistics Code @ | @,

[5] save [Gh Returnto Search | PreviousinList | ] MextinList [=] Notify ElAdd| [FuUpdate/Display)




Cash Ledger Group
Navigation:

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Review budget details and transaction activity for expenses for a specific fund.

On this type of fund, do not use this overview to inquire on the available cash balance, use the Trial Balance
or General Ledger Inquiry. This Overview is for budget information only.

This Overview will display the budget, current expenditures, encumbrances and available budgets.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 60000-79999 80000-85999

T _
m D;?T‘: You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites © Main Menu > Commitment Control > Review Budget Activities > Budagets Overview [g]

Budget Inquiry Criteria
Budget Qverview

Inquiry:  BUD_OVER Description:  |CASH m

Amount Criteria ~ Search || Clear | | Reset |

Budget Type

*Business Unit: MDSU12,  |edger Group/Set: Ledger Group M Ledger Group: CSHDTL @,

View Stat Code Budgets Zash Detail Ledger Group

Display Chart i
*Type of Calendar:  Detail Budget Period -

Personalize | Find | Wisw Al E | Hi First F 10f1 . Last
From Budget . Include Adjustment Include Closing

Select Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
CSHDTL EA 2014 @, 2014 |@y

ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To ChartField Value Set  Update/Add Open
Account (9% @, [o @ @ | @, Update/Add Closed
Dept (% @, % @ O | @, Update/Add Hold
Fund 18000 Q, % 2, O | @, Update/Add

5] save [t ReturntoSearch | Previousinlist 4 | NextinList [ Notify &% Refresh [Ekadd| [Fuupdatemispiay)]




Cash Ledger Group
Navigation:

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Review budget details and transaction activity for revenue for a specific fund.

On this type of fund, do not use this overview to inquire on the available cash balance, use the Trial Balance
or General Ledger Inquiry. This Overview is for budget information only.

This Overview will display the budget, current expenditures, encumbrances and available budgets.

Used for fund Numbers: 00001-09999 12000-13999 18000-23999 60000-79999 80000-85999

ﬁ -
ﬁ},’; D;;'}"; You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites © Main Menu > Commitment Control > Review Budget Activities > Budgets Overview [g]

Budget Inquiry Criteria
Budget Overview

Inquiry: BUD_OVER Description:  |CASH m

amountCrienz  Search  Clear | Reset |

Budget Type

*Business Unit: NDSUTS, | edger Group/set: Ledger Group - Ledger Group: ~ [CASHR Q

View Stat Code Budgets Cash Revenue Ledger Group
Display Chart i

*Type of Calendar:  Detail Budget Period -
Personalize | Find | View A1 | B 3 Fist B qor1 I Last

From Budget . Include Adjustment Include Closing
Select Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
CASHR EA 12014 @, 2014 @
ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To ChartField Value Set  Update/Add Open
Account (% @, % @ O | @, Update/Add Closed
Dept (% @, [% @ @ | @, Update/Add Hald
Fund 118000 @, % a @ | @, Update/Add

5] save  [oP ReturntoSearch ] PreviousinList 4| NextinList (=] Notify &% Refresh [Bwotdd| [l tipdateDisplay|




Fund Ledger Group
Navigation:

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Review budget details and transaction activity for expenses for a specific fund.

This Overview will display the budget, current expenditures, encumbrances and available budgets.

Used for fund Numbers: 30000-34999

ﬁ -
m D::;‘;; You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites . Main Menu > Commitment Control » Review Budget Activities > Budgets Overview [g]

Budget Inquiry Criteria
Budget Overview

Inquiry:  BU_APPR Description: APPROPRIATED ]

Amount Criteria ~ Search || Clear | | Reset |

Budget Type

*Business Unit: NDSUTS, | edger Groupiset: Ledger Group M Ledger Group:  |FNDDTL (@,

View Stat Code Budgets Fund Detail Ledger Group

Display Chart i
*Type of Calendar:  Detail Budget Period hd

Personalize | Find | View All | E | 2 et g1 D Last
From Budget . Include Adjustment Include Closing

Select Ledger Group Calendar ID Period To Budget Period Py AT T
FNDDTL EA 2014 @, 2014 @

ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To ChartField Value Set Update/Add Open
Account (% @, [o @ O | @, UpdatelAdd Closed
Dept (% @, [% @ O | @, Update/Add Hold
Fund 139999 Q, |o o @ | @, UpdateiAdd

5] save |of Retunto Search | PreviousinList 4| Nextinlist (=7 Notify &% Refresh [Ekwadd| [ElaipdateDisplay|




Navigation:

Fund Ledger Group

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given fund number within the given date

range.

Used for fund numbers:

e

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites Main Menu » Commitment Control > BudgetReports > Budget Transaction Defail [g]

Commitment Control Budget Transaction Detail Report

Run Control Il Budget_Transaction_Detail

Language:

English -

30000-34999

You are on Database: HEFP

Report Manager

Process Monitor |&|

Report Request Parameters
NDSUA @

Unit:

U

3

JUOUIUUU L

Ledger Group:

ChartField Selection

ChartField Hame

Fund Code

Account

Budget Period
Department

Subsystem PC Bus Unit
Subsystem Analysis Type
Activity

Class Field

Program Code

Project

Operating Unit

Source Type

Subsystem Activity ID
PC Business Unit

Statistics Code

ClFuDDTL p 8

Transaction Type Option: All

Commit Control Date c:-ptio

Ledger Type Option: All

-

-

Morth Dakota State University

User Budget Overrides

e L]

Date From: [97/01/2013 ) DateTo: |08/15/2013 [

Commitment Control Ledger Type

Commitment Control Ledger Type

-

(# [=

Personalize | Find | B | 2% First £ 415 01 45 [ Last

<]

2014

<]

(]

(]

(]

(]

(]

(]

(]

]

]

]

]

]

S EPE P PP S RE S EE S

To Value

| Refresh

|30998

PSP PR ERES R P EE RSB

[5) save [P RetumitoSearch 1] PreviousinList 4[] NextinList [=] Notify

([Beadd| [Estiptatemispiay]




Fund Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given fund number within the given fiscal
year.

Used for fund numbers: 30000-34999

‘ .
ﬁ';; D:{;}‘; You are on Database: HEFP

I.IHNEHSI‘I'_‘I"SYSTEH
Favorites : Main Menu > Commitment Control > Budget Reports : Budget Transaction Detail [5]

Commitment Control Budget Transaction Detail Report

Run Control ID: - Budget_Transaction_Detail Repaort Manager Process Manitor |&|
Language: m
Unit: MDSU1 @, North Dakota State University
Ledger Group: CENDDTL DR, User Budget Overrides
Transaction Type Option: All - Type: |:|
Commit Control Date {:-ptio Date From: [07/012013 5] DateTo: [08M52013 |5
Ledger Type Option: A - Commitment Control Ledger Type
Commitment Control Ledger Type
- (=]
(e
ChartField Selection Personalize | Find | Bl | T First F 1-15 of 15 . Last
uence ChartField Name % Value To Value
[ 1 FundCode 39999 @, [ao090 @,
liz Account | @ | @
[ 3 BudgetPeriod [2014 @, |[2014 @
[ | Aciviy | Q| @,
Ii Subsystern PC Bus Unit | @, | @,
[ | subsystem Activity ID | @ | @,
[ | PCBusiness Unit | @, | @,
[ ClassField | @ | @,
[ Department | @, | @,
li Subsystem Analysis Type | Q | Q
li Operating Unit | @, | @
[ | Program Code | @ | @,
[ Project | @ | @,
Ii Source Type | @, | @,
[ | statistics Code | @ | @,

Navigation: , _ _ _ . :
[5) save O ReturntoSearch | Previousinlist 4| Nextinlist =] Notify |E-add| | F-Update/Dispiay)




Navigation:

Fund Ledger Group

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified year and period for a specific fund.

On this type of fund, only use this report to show the ledger balances for the revenues and expenses.

Generally, appropriated funds do not incur revenue.

Used for fund Numbers:

NORTH DAKOTA
UNIVERSITY SYSTEM

30000-34999

You are on Database: HEFP

Favorites | Main Menu > General Ledger > General Reports > Trial Balince [Gl

Trial Balance Report

Run Control ID:  Trial_Balance

Report Manager Process Monitor lﬂl

Language: English -
Unit: WQ@ *Ledger: Im% In{:ludeAdjustment eriods
Fiscal Year: [ 2014 Period: [ 12 ’ MM- =l
Currency Option: Base - Currency: li'%
Display Full Numeric Field
ChartField Selection Personalize | Find | B | ¥ rirst T 4430743 1 Last
Sequence ChartField Name % Descr Subtotal Value To Value
[ 1 FundCode 39999 @, 20999 Q,
[ 2 Account 400000 @, [730020 @,
li Book Code @, | @,
li Adjustment Type @, | @
li Subsystem Analysis Type @, | @,
Ii Subsystem PC Bus Unit @, || Q@
[ | Department Q, | Q
Ii Class Field @ | @,
Ii Operating Unit @ | @,
[ | Subsystem Adtivity ID Q|| Q,
[ Project Q, | @,
li Program Code @, | Q@
[ Statistics Code Q| @

[5) save [ot RetumtoSearch %] PreviousinList 4| Nextinlist ] Notify

[Boadd| [Eipdatcmispiay)




Fund Ledger Group

Navigation:
Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund and account for a specified year and period.

On this type of fund, only use this inquiry for the revenues and expenses.
Generally, appropriated funds do not incur revenue.

Used for fund Numbers: 30000-34999

o :
NO/R; D;:a You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites  Main Menu > GeneralLedger > Review Finandial Information > Ledger (g

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 StatCode
LEDGER [NDSU1@, |ACTUALS 1@, (2014 @, [(1a [12a [ & [ &
Show YTD Balance Include Closing Adjustments
Show Transaction Details (/] Only in Base Currency Max Ledger Rows:| 1000
. Search | | Clear |  Delete |
Chartfield Criteria Personaiize | Find | B | # Include
- Sum  Value Order- Admstmont
ChartField Value ChartField Value Set  UpdateMew g ™ poo b, gy Periods
Sel Period
Account 536015 Q | Q,  UpdateMNew 1 =
Department | Q | @, Update/New O
Operating Unit | @ | @, |Update/New O
Fund Code 39999 @ | @, |UpdateNew 2
Class Field | Q | @, |UpdateNew O
Program Code | @ | @, UpdateNew m
Sﬂﬁsystem PC Bus | Qh | Q§ Update/New 0
Subsystem Activity D | Q@ | @, UpdateNew O
?;:esystem Analysis | @ | @, Update/New O
Project | Q@ | @, |UpdateNew m
Adjustment Type | @ | @, |Update/New O

Save [oP RetuntoSearch =] | (BeAdd| [FuUpdatemisplay)

g




Fund Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund and account group for a specified year and
period. (Example: The below will display activity on any account beginning with 521...Travel)

On this type of fund, only use this inquiry for the revenues and expenses.
Generally, appropriated funds do not incur revenue.

Used for fund Numbers: 30000-34999

@ .
ﬁg’a D:{E‘T‘; You are on Database: HEFP

UNIVERSITY SYSTEM
Fa\r{irites Mainyenu i GeneraIvLedger > Review Financvial Information > Ledger [g

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inguiry Hame *Unit *Ledger *Fiscal Year *From Period *To Period Currency 5tat Code
LEDGER INDSU1/@, |ACTUALS @, [2014/@, 1@, 12@, @, @
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
 search  Clear  Delete
Chartfield Criteria Personalize | Find | B | % First £ 444 014 7 (55t [ InClude
sSum Value Order- L
ChartField Value ChartField Value Set  Update/New ﬁ‘t_ T Ei— Periods
Sel Period
Account 521% @ | @,  Update/New 1 008
Department | @, | @, |Update/MNew ]
Operating Unit | @, | &,  Update/Mew i
Fund Code |39999 @, | @, |UpdateMNew 2
Class Field | @, | @, | Update/Mew F
Program Code | @, | &, |UpdateMew |
Siﬁsystem PC Bus | ,% | % Undate/New [
Subsystem Activity ID | @, | @, |UpdateMNew ™
?:;besystem Analysis | % | % Undate/New [
Project | @, | @, |Update/MNew ]
Adjustment Type | @, | &,  Update/Mew i

[5) save [P RetumtoSearch <] Notity [kt | | tipgatemispiay)




Project Ledger Group
Navigation:

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Review budget details and transaction activity for expenses for a specific project.

This Overview will display the budget, current expenditures, encumbrances and available budgets.

Used for project numbers that start with: FARC...... , FARG...... , FARA......

ﬁ -
gg’,,}] D;;‘;; You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites | Main Menu > Commitment Control > Review Budget Activities > Budgets Overview [g]

Budget Inquiry Criteria
Budget Overview

Inquiry:  BU_OVER Description: |PROJECT |
Amount Criteria . Search | Clear | Reset
Budget Type
*Business Unit: NDSUTS, | edger Group/Set: Ledger Group - Ledger Group: PRJDTL @,
[] view Stat Code Budgets Project Detail Ledger Group

Display Chart i

*Type of Calendar:  Detail Budget Period -

Personalize | Find | View Al = | B First K 10f1 D Last

From Budget . Include Adjustment Include Closing
Select Ledger Group Calendar ID Period To Budget Period Periodis) e
PRIDTL EA 12014 @, 2014 @
ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To ChartField Value Set Update/Add Open
Account (% @, [% a O | @, Update/Add Closed
Dept (% @, [% @ O | @, Update/Add Hold
Fund (% @, [% @ @ | @, Update/Add
Project IFARGO00DOO @, [% 2 @ | @, Update/Add

[5] save [Gh Returnto Search t] PreviousinList 4| NextinList (] Notify &% Refresh [Ewotdd| [Eliipdatemispiay)|




Project Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given project number within the given
date range.

Used for project numbers that start with: FARC......, FARG......, FARA......
.-"'"-'nl_'““'--.

NORTH DAKOTA
UNIVERSITY SYSTEM

Favovrites MainvMenu b Comm'rtme;ntControI b Budgetheports > Budget Transaction Detail [g]

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control ID: - Budget_Transaction_Detail Report Manager Process Monitor |T|
Language: English -
Unit: MDSUA &, Morth Dakota State University
Ledger Group: ‘W' User Budget Overrides
Transaction Type Option: All - Type: E
Commit Control Date Dptio Date From: |07/012013 [ DateTo: [08152013 [
Ledger Type Option: A . Commitment Control Ledger Type
Commitment Control Ledger Type
- (=l
| Refresh
ChartField Selection Personalize | Find | B | 7 First £ 1150715 7 Last
uence ChartField Name '“""[':“Fde Value To Value
| 1 Project FARGO000000 @, [FARGDOD00O Q,
[ 2 FundCode @, | Q@
[ 3 Account @, | Q@
[ 4 BudgetPeriod 2014 @, |[2014 @,
[ | Subsystem Activity ID @ | @
’7 Operating Unit @ | @,
’7 Source Type @ | @
[ | classField @, | @,
[ PCBusiness Unit @ | @,
[ | Program Code @ | @,
’7 Subsystem Analysis Type Q,, | QQ
[ | Department @ | @,
[ Subsystem PC Bus Unit @, | @
[ | Aty @ | @,
[ Statistics Code @ | @,

[5) save [h ReturntoSearch ] PreviousinList | Nextinlist =] Notify [Eradd| (Fetipdatemisplay|




Project Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given project number within the given
fiscal year.

Used for project numbers that start with: FARC......, FARG......, FARA......

MNORTH DAKOTA
UNIVERSITY SYSTEM

Favovntes Mainlﬂ'lenu 3 Comm'rtmevnt Control Budgetheports > Budget Transaction Detail [g

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control I Budget_Transaction_Detail Report Manager Process Monitor |£|
Language: English -
Unit: NDSU1 @, North Dakota State University
Ledger Group: ‘ 1§ User Budget Overrides
Transaction Type Option: All - Type: |:|
Commit Control Date c:-ptio Date From: [07/01/2013 [ DateTo: [08/1512013 |5
Ledger Type Option: e . Commitment Control Ledger Type
Commitment Control Ledger Type
- =
rr—
ChartField Selection personalize | Find | B | 2% First £ 115 0115 T Last
uence ChartField Hame '"c[':“Fde Value To Value
[ 1 Project FARG000000 @, [FARGOO000D Q,
[ 2 FundCode @ | @,
’73 Account @ | @&,
[ 4 BudgetPeriod 2014 @, |[2014 @,
’7 Department @ | @,
[ | Subsystem Activity ID @ | @,
[ | Aty @ | @,
[ | ClassField @ | @,
’7 Program Code @ | @,
’7 Operating Unit @ @,
’7 Source Type @ | @
’7 PC Business Unit @ @,
’7 Subsystem PC Bus Unit @ | @,
’7 Subsystem Analysis Type '% | Q
[ | Statistics Code @ | @,

[5) save |GF RetuntoSearch 1] PreviousinList | W] NextinList [ Notify [Eeada| [Estipdatemispiay)




Project Ledger Group
Navigation:

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified year and period for a specific project.

On this type of project, only use this report to show the ledger balances for the revenues and expenses.
Generally, projects do not incur revenue.
Used for project numbers that start with: FARC...... , FARG...... , FARA......

O

MORTH DAKOTA
UNIVERSITY SYSTEM

Favorites Main Menu > General Ledger > GeneralReports > Trial Balance [g

You are on Database: HEFP

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager  Process Monitor |ﬂ|
Language: W

Unit: W% *Ledger: Im% In{:ludeAdju stment erio-ds

Fiscal Year: [ 2014 period: | 12 | @Mv =

Currency Option: Base hd Currency: Ii'%

Display Full Numeric Field

ChartField Selection Personalize | Find | B | 3 First O 42430743 1 Last

Sequence ChartField Name '“c{':"Fd"' Descr Subtotal Value To Value

[ 1 Project FARGO00000 @, [FARGD0000D Q@

Iiz Fund Code @, || @,

[ 3 Account 400000 @, [730020 @,

[ | subsystem Activity ID Q|| @

[ | BookCode Q, | @,
Subsystern PC Bus Unit @, | @,

[ | Department Q, || @

[ | Program Code @, | @,
Adjustment Type @, || @,

li Operating Unit @, | @,

li Subsystem Analysis Type @, | @,

[ Class Field @, | @,

[ statistics Code @, | @,

5] save (o ReturntoSearch | Previousinlist 4| Nextinlist (=] Notify (Blads| [Faipdatemispiay)




Project Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific project and account for a specified year and period.

On this type of project, only use this inquiry for the revenues and expenses.
Generally, projects do not incur revenue.

Used for project numbers that start with: FARC...... , FARG...... , FARA......

a .
m D:;;‘;; You are on Database: HEFP

I.IHI\'ERSIT‘I"S\'STEH
Favorites : Main Menu > General Ledger > Review Financal Information > Ledger [g]

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inguiry Hame *Unit *Ledger *Fiscal Year *From Period*To Period Currency Stat Code
LEDGER INDSU1@, |ACTUALS @, |2014/Q [ e, [ 2@ | @& [ |&
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
. Search  Clear  Delete
Chartfield Criteria Personalize | Find | B | B Frst 1 4410714 © Include
ChartField Val ChartField Value Set  Updatelew >0 Vﬂa'"e Order- ;dﬁ:dmem
e alue [i=1 alue (=] h T h e L]
Sel Period
Account 536015 @ | @, |Update/New 1 s05
Department | @, | @&, |UpdateMew [l
Operating Unit | @ | &, |Update/Mew i
Fund Code | @, | @,  Update/New 2
Class Field | @ | @, |Update/New ]
Program Code | @, | @&, |UpdateMew [l
Stéit;system PC Bus | % | % Update/New [
Subsystem Activity ID | @, | @, |Update/New O
?;;Jesystem Analysis | '%, | % Update/New [
Project [FARGD0000D0 @ | @,  Update/New 3
Adjustment Type | @ | @, |Update/Mew =

[5) save | [t Returnto Search | [ Notify | (Ekadd| |FEutipastemispiay)




Project Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific project and account group for a specified year and
period. (Example: The below will display activity on any account beginning with 521...Travel)

On this type of project, only use this inquiry for the revenues and expenses.
Generally, projects do not incur revenue.

Used for project numbers that start with: FARC...... , FARG...... , FARA......

) .
ﬁ?ﬁ D::;'T‘; You are on Database: HEFP

UHI'HERSI‘I'_‘I" SYSTEM
Favorites : Main Menu > General Ledger : Review Financial Information : Ledger [G]
- : - - -

Ledger Inquiry

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

Ledger Criteria

Inquiry Hame *Unit *Ledger *Figcal Year  *From Period*To Period Currency StatCode

LEDGER INDSU1@, [ACTUALS @, |2014@, 1@, 12/@, @, @,

Show YTD Balance Include Closing Adjustments

Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000

. Search  Clear  Delete

Chartfield Criteria Personalize | Find | & | ¥ First £ 1241 of 11 I | a5t il Include
ChartField Value ChartField Value Set  Updste/ew —om Value — Order- gdmr:-ume"t
ChartField Value St cel e e | eriods

Account |521% @, | @, | Update/New ;== Fered

903

Department | @, | &, Update/Mew ]

Operating Unit | @, | @, | UpdateMew ]

Fund Code | @, | @, | Update/New 2

Class Field | @, | @, | UpdateMNew ]

Program Caode | @, | &, Update/Mew ]

Siﬁsystem PC Bus | ,% | .% Undate/New [

Subsystem Activity ID | @, | @, | UpdateMNew ™

_?;F?esystem Analysis | % | % Undate/New [

Project [FARGO00D00 @, | @, UpdateMMNew 3

Adjustment Type | @ | @, UpdateMew ]
[5] save [Gf ReturntoSearch =] Nofify | Eladd| [FutipateDispiay)

Navigation:



Grant Ledger Group
Navigation:

Main Menu > Grants > Interactive Reports > HE Pl Report

This report will summarize the budget, current expenditures, encumbrances and cumulative expenditures for
a grant project and/or an award. A Pl Report can be run by project, award, department or Principal
Investigator (PI).

Used for project numbers that start with: FARO00.....

ﬁ .
m D::g}‘; You are on Database: HEFP

UNIVERSITY SYSTEM
Favorites : Main Menu > Grants > Interactive Reports : HE PIReport [G

Pl Report

Run Control ID:  PI_Report Report Manager Process Monitor |£|

Sponsor Funding Report
Business Unit:  [NDSU1 @, Asof Date:  [10/10/2013 [5] Type of Report Cost Share Report

Select one of the following 4 options below. Third Party Report

For Options 1, 2 & 3, please select options below:

1: Award: | Active Statuses Only M© T

2: Department |:| Project detail options: ) Summary Report Only

3Pl |:| @ Project Detail & Summary

4: Projects(Y/N) ¥ T IfY selected, enter the projects in grid below.
15 Projects Maximum
Personalize | Find | View A1 B | ¥ rret B qorq 0 ast
Project
1 FAR0000000 @, (=

Refresh Grid - Remove all Project ids

*FY1 - If depantment is chosen with Cost Share or Third Party reports, please keep in mind that all expenditures
may not return if an award has multiple departments providing cost sharing.

** If multiple departments are providing cost sharing or have third party transactions posted, a separate report
cost share or third party report will print for each.

[5) save [of RetuntoSearch ] Previousinlist ] Nextinlist (=] Notify (Ektdd| [JEutipgatemispiay,)




Grant Ledger Group
Navigation:

Main Menu > Commitment Control > Review Budget Activities > Budgets Overview

Review budget details and transaction activity for expenses for a specific grant project.

This Overview will display the budget, current expenditures, encumbrances and available budgets.

Used for project numbers that start with: FARO00....., FARP......

e :
ﬁ};;; D::E,'}: You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites : Main Menu > Commitment Control > Review Budget Activities > Budgets Overview [g]

Budget Inquiry Criteria
Budget Overview

Inquiry: BU_OVR Description: [GRANTS 0]
Amount Criteria | Baas | | Slans | | Beash |
*Business Unit; |NDSU1 @, Ledger Group/Set: Ledger Group - Ledger Group: GNTDTL @,
View Stat Code Budgets Grant Detail Ledger Group
Display Chart
*Type of Calendar:  Detail Budget Period -
Personalize | Find | View 21| | i First 10f1 Last
Select  Ledger Group Calendar ID :;Oﬁ";f"dgﬂ To Budget Period Km;"j"“m&m :‘sj'::f“::::;“g
GNTDTL | @ | @,
Budget Status
ChartField ChartField From Value ChartField To ChartField Value Set  Update/Add Open
Account (% @, [5 @ @& @ updatelAdd Closed
Dept (% @, [% @ @& & Updateltdd Hold
Fund (% @, o @ @[ @ Updateadd
PC Bus Unit (% @, o @ @[ & updateadd
Project IFAROODODOO [ [% @ @] = Q Updateladd
Activity (% @, [ @ @[ @ updatedd

] Save] (=t Rm.mmSea-m] e ﬁmnm] = NexthLis(] =] Motify ] = Reﬁ'esh] |2k .Add] | Updﬂtc—ﬂ}isplﬂ}r:




Grant Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Creates a report that shows the posted expense transactions on the given grant project within the given date
range.

Used for project numbers that start with: FARO00....., FARP......

NORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu > Cormmitment Control > Budget Reports > Budget Transaction Detail [g]

You are on Database: HEFP

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Detail Report Manager  Process Monitor . Run |
Language: English -
Unit: NDSU1 @, North Dakota State University
Ledger Group: " User Budget Overrides
Transaction Type Option: All - Type: S
Commit Control Date Option Date From: (0710112013 |5 DateTo: [0815/2013 5
Ledger Type Option: A - Commitment Control Ledger Type
Commitment Control Ledger Type
- =l
.
ChartField Selection Personalize | Find | B | 2 First £ 4450715 T Last
uence ChartField Hame '“""(':';de Value To Value
[ 1 Project FARD000000 @, [FAR00000OD Q,
[ 2| FundCode @ | @
[ 3 Account @ Q@
[ | ClassField @ | @,
li Department @ | Q@
li Subsystem Analysis Type '% | Q
li Operating Unit @ | @
[ | statistics Code @ | @,
li Program Code Q, | @
[ | subsystem Activity ID @ | @,
li Source Type @ @,
[ | Acvity @ | @,
li Subsystem PC Bus Unit @ | @
li PC Business Unit @ @
li Budget Period @ | Q@

[5) save [0 RetmioSearch 't ] PreviousinList 4| Nextinlist [ Notify [Bwand| [Eupdatemisplay)




Grant Ledger Group
Navigation:

Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail
Creates a report that shows all posted expense transactions on the given grant project.

Used for project numbers that start with: FARO0....., FARP......

“@ .
,,,"5;:4 D;?ﬁ You are on Database: HEFP
UNIVERSITY SYSTEM

Favg'rites Mainvl'u'lenu b Comm'rtmevnt Control > Budgetheports > Budget Transaction Detail g

Commitment Control Budget Transaction Detail Report

Run Control Il Budget_Transaction_Detail Report Manager Process Monitor |A|
Language: m
Unit: MDSU1 /@, North Daketa State University
Ledger Group: " User Budget Overrides
Transaction Type Option: All A Type: S
Commit Control Date c:-ptio Date From: [07/01/2013 | DateTo: [08152013 |
Ledger Type Option: Al . Commitment Control Ledger Type
Commitment Control Ledger Type
- (=l
' Reftesn |
ChartField Selection Personalize | Find | i | # First K 115015 I Last
uence ChartField Name % Value To Value
[ 1 |Project FAR0000000 @, [FAR000000D @,
[ 2 FundCode @ Q,
[ 3 Account Q | @
’7 Department @, | @,
,7 Subsystem PC Bus Unit @ | @,
,7 Budget Period @, | @
[ Actvity @ | @,
[ ClassField @ | @,
’7 Program Code % | Gﬁ
’7 Subsystem Analysis Type @, | @,
[ | oOperating Unit @ | N
’7 Source Type @ | @,
[ | sSubsystem Activity ID @ | @,
,7 PC Business Unit @ | @,
[ | |statistics Code @ | @,

[5) save |G ReturntoSearch | | PreviousinList s | Nextinlist =] Notify [Blwana| [Faupdatemispiay)




Grant Ledger Group
Navigation:

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified year and period for a specific grant project.

On this type of project, only use this report to show the ledger balances for the revenues and expenses.
Generally, grant projects do not incur revenue.

Used for project numbers that start with: FARO00....., FARP......

I :
g’gﬁ D:;;;: You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites | Main Menu > General Ledger > General Reports > Trial Balnce [g]
- : - - -

Trial Balance Report

Run Control It Trial_Balance Report Manager — Process Monitor |il

Language: English  ~
Unit: Wgﬁ *Ledger: lm% In{:ludeAdju stment erio-ds
Fiscal Year: [ 2014 Period: | 12 ; @m" =
Currency Option: Base - Currency: li'%
Display Full Numeric Field
ChartField Selection Personalize | Find | & | 2 First K 4430713 O Last
Sequence ChartField Name '“c{':"Fde Descr Subtotal Value To Value
[ 1 Project FAR0000000 @, [FARD000000 Q@
[ 2 FundCode 49999 @, (49999 @,
[ 3 Account 400000 @, [730020 @
[ | subsystem Activity ID Q|| @,
| | BookCode Q| @,
[ | Adjustment Type @, | @,
[ Department Q, | @
[ | Program Code Q, | @,
li Class Field @, | @,
[ | Operating Unit @, | Q@
li Subsystemn Analysis Type @ | @,
[ | subsystem PC Bus Unit @, | @,
[ | statistics Code @, @,

[5) Save | [ ReturntoSearch | Previousinlist |y | Nextinlist =] Notify [EkoAdd| [Etipateispiay|




Grant Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific grant project and account for a specified year and
period.

On this type of project, only use this inquiry for the revenues and expenses.
Generally, grant projects do not incur revenue.

Used for project numbers that start with: FARO00....., FARP......

n -
m D:;;"T“; You are on Database: HEFP

I.IHNERSI‘I'_\"S\"ETEH
Favorites : Main Menu : General Ledger : Review Financal Information > Ledager [G]

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 5Stat Code
LEDGER INDSU1/@, [ACTUALS @, |2014[@, 1@, 12/@, @, @,
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
. Search  Clear  Delete
Chartfield Criteria Personalize | Find | B8 | 2 First T 42410714 [ Include
Sum  Value Order- LIl sil
ChartField Value ChartField Value Set Update/Hew ﬁ\l_'— wired E!'.'— Periods
Sel Period
Account 536015 @ @, | UpdateMew 1 205
Department | @ | @, |UpdateMew O]
Operating Unit | e @, |UpdateMew O]
Fund Code 149999 @, || @,  UpdateMew 2
Class Field | @, || @ | UpdateMew |
Program Code | @, | &, |Update/Mew O]
S:it;system PC Bus | Q@ | @, Update/New 0
Subsystem Activity ID | @, || @, | UpdateMew "
_Er»;’:?esystem Analysis | @ | @, Update/New O
Project [FARO000000 @, | @, UpdateMew 3
Adjustment Type | @ @, |UpdateMew L

[5] save ot Returnto Search =] Notify | [EkoAdd| [EtipdateDisplay)




Grant Ledger Group
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific grant project and account group for a specified year
and period. (Example: The below will display activity on any account beginning with 521...Travel)

On this type of project, only use this inquiry for the revenues and expenses.
Generally, grant projects do not incur revenue.

Used for project numbers that start with: FARO00....., FARP......

4 -
m D;;;EE You are on Database: HEFP

I.IHNERSI‘I'_‘I"S\"ST
Favovr'rtes Mainflenu > GeneraIvLedger > Review Financvial Information > Ledger [g]

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inquiry Hame *Unit *Ledger *Fiscal Year *From Period *To Period Currency Stat Code
LEDGER INDSU1 @, |ACTUALS @, [2014@, 1@, 12/@, @, @,
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
 Search  Clear  Delete
Chartfield Criteria Personalize | Find | B | 2 Frat B 449 011 7 o<t il Include
Sum Value Order- e
ChartField Value ChartField Value Set Update/Hew E‘i_ ] ﬁ'i— Peripds
A t [521% @, | @, Update/N 1| P2 Feried
ccoun dlerew i o
998
Department | @, | @, |UpdateiNew O]
Dperating Unit | @ | @, |UpdateMNew L
Fund Code 49999 @ | @, | UpdateMew 2
Class Field | @, | @, Update/New dl
Program Code | @, | @, |UpdateMew O]
Eiit;system PC Bus | @ | @, |UpdatelNew ]
Subsystem Activity ID | @ | @, | UpdateMew ]
_?;:Esystem Analysis | ,% | ,% Undate/New [
Project [FARO000000 @, | @, Update/Mew 3
Adjustment Type | @, | @, |UpdateiNew L

[5] save | ot Returnto Search =] Notify | Bt [Eutipdateispiay)|




Program Codes
Navigation:

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified year and period for a specific fund and
program.

The program code Value and To Value fields can be left blank. This will create a report that includes all
program codes with activity under the specified fund.

e You are on Database: HEFP

NMORTH DAKOTA
UNIVERSITY SYSTEM

Favorites © Main Menu > General Ledger > General Reports » Trial Balance [g

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager  Process Monitor |—£|

Language: English -
Unit: W% *Ledger: W% Includehdjustment erio-ds
Fiscal Year: ’W Period: ’712 1 wv =]
Currency Option: Base *~  Curency: | @
Display Full Numeric Field
ChartField Selection Personalize | Find | B | 3 First © 14430743 1 Last
Sequence ChartField Name '"‘“{':“F“e Descr Subtotal Value To Value
[ 1 FundCode 18000 @, [18000 @,
| 2 Program Code 09999 @, 09999 QL
|73 Account @, | @,
li Subsystem PC Bus Unit @, | @,
li Book Code @, || @,
li Adjustment Type @, | @,
[ | Department @, | @,
li Subsystem Analysis Type @, | @,
[ | Project Q|| @,
li Operating Unit @, | @,
[ | subsystem Activity ID Q| @,
[ |/Class Field @, | @,
[ | statistics Code Q| @,

5] save (o ReturntoSearch | f[] PreviousinList | NextinList = Notify [Ekvadd| [Euipdsteiisplay)




Program Codes
Navigation:

Main Menu > General Ledger > General Reports > Trial Balance

Creates a report that shows the ledger balances for the specified year and period for a specific project or
grant project and program.

The program code Value and To Value fields can be left blank. This will create a report that includes all
program codes with activity under the specified project or grant project.

O~ You are on Database: HEFP

MORTH DAKOTA
UNIVERSITY SYSTEM

Favorites | Main Menu > General Ledger > General Reports > Trial Balnce [g]

Trial Balance Report

Run Control ID:  Trial_Balance Report Manager Process Monitor |,i|

Language: English -
Unit: W% *Ledger: lm% Includehdju stment eriods
iccal Yoar ’W beriod: 2 1 Adjustment Penmﬂv El
Currency Option: m Currency: li'%
Display Full Numeric Field
ChartField Selection personalize | Find | B | B Frst I 1430113 17 st
Sequence ChartField Hame '""[':"F“e Descr Subtotal Value To Value
| 1 Project [FARGDODOOD @, [FARG00000D @,
| 2 Program Code (09999 @, [09999 Q@
[ 3 Account | @, | @,
[ subsystem Activity ID | Q| @,
[ BookCode | @, | @
[ Subsystem PC Bus Unit | @, | @
|| Department | @, | @
[ FundCode | @, | @
’7 Adjustment Type | @, | @,
’7 Operating Unit | @, | @,
’7 Subsystemn Analysis Type | @, | @,
[ Class Field | Q| @
[ statistics Code | @, | @,

[5) save | [oh ReturntoSearch #] PreviousinList |« | Nextinlist =] Notify [Bkeadd| [Fsiipoatemispiay)




Program Codes
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific fund, program and account for a specified fiscal year
and period.

The program code field can be left blank. This will return any activity on any program for that fund and
account.

e

HORTH DAKOTA You are on Database: HEFP
UNIVERSITY SYSTEM

Favorites | Main Menu > General Ledger » Review Financial Information > Ledaer [g]

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

Ledger Criteria
Inguiry Name =|Init *| edger *Fiscal Year *From Period *To Period Currency Stat Code

LEDGER [NDSU1|[@, |acTUALS [@, [2014@, [ 1@, [ 12@ | @& | &

Show YTD Balance Include Closing Adjustments

Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000

. search  Clear  Delete
Chartfield Criteria Personalize | Find | B | ¥ First £ 1410111 I Lot Qi Include
ChartField Value ChartField Value Set  Updateiew 9 Yalue — Order gdﬁ:dmem

By  Required By Sl
Sel Period
Account 536015 @ | Q,  Update/New 1
[l 898

Department | @ | @&, |Update/MNew O]
Operating Unit | @, | @, |Update/New O]
Fund Code [18000 @ | @, | Update/New 2
Class Field | @ | @, | Update/New |
Program Code |09g39 @, | @, |Update/New 3
SL:]it;system PC Bus | % | % Update/New [
Subsystem Activity ID || @ | @, | Update/New ]
?;;besystem Analysis | Q@ | % Undate/New [
Project | @ | @&, |Update/MNew O
Adjustment Type | @, | @, |Update/New O]

[5] save (o RetumtoSearch ] Notify (Elotdd| [ElaUpdate/Display)




Program Codes
Navigation:

Main Menu > General Ledger > Review Financial Information > Ledger

Review summary and detail information on a specific project or grant project, program and account for a
specified fiscal year and period.

The program code field can be left blank. This will return any activity on any program for that project or
grant project and account.

ﬁ -
ﬁ};ﬁ D::;}'; You are on Database: HEFP

UHNERHWS\STEH
Favc‘-'ﬁtes Mainf‘lenu b GeneraLLedger > Review Finangal Information > Ledger [§

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 Stat Code
LEDGER INDSU1@, |ACTUALS @, [2014Q, [ e, [ 2@ | @& [ @&
Show YTD Balance Include Closing Adjustments
Show Transaction Details Only in Base Currency Max Ledger Rows:| 1000
~ Search  Clear  Delete
Chartfield Criteria Personaiize | Find | B | %% First £ 414 of 14 ) Last [l Include
ChartField Value ChartField Value Set  Updateillew —omt Yalue — Order- ;dﬁ:nmem
ChartField Value Charffield Value Set ~ Updatellew Required By eriods
A t 536015 @, | @, |Update/M g == Fered
Cccoun alelew o
993
Department | @ | @, |UpdateMew L
Operating Unit | @, | @, UpdateiNew i
Fund Code [49999 @ | @, |UpdateMew 2
Class Field | @ | @, | UpdateMew ]
Program Code |0g999 @, | @, | UpdateMew 3
Sﬁsystem PC Bus | % | ,% Undate/New [
Subsystem Activity ID | @ | @, | UpdateMew O
_lsz»;[?esystem Analysis | @ | @, |UpdateMew O
Project [FARGOOD000 @ | 3,  UpdateMew 4
Adjustment Type | @, | @, |UpdateMew O

[5] save [t Returnto Search |[=] Notify [Beadd | [ E-UpdateDispiay |




Creating a New Run Control ID or Inquiry Name
Some notes on Run Controls and Inquiry Names...

e They only need to be set-up the first time you run a report or inquiry.
o They’re required when running reports and inquiries in PeopleSoft Finance.
e They cannot contain spaces between words; dashes or underlines may be used in its place.

Creating a New Run Control and Inquiry Name...

1. Click on the “Add a New Value” tab.

2. Type a name for your Run Control ID or Inquiry. It is recommended to use a name that is similar to
the report or inquiry you are running/using.

3. Click on the Add button when finished.

Budget Transaction Detail
Budgets Overview

Find an Existing Value Add a New Value

Find an Existing Value Add a Mew Value
Ingquiry Name:|EIudgetsGur

Run Control ID:|Budget_Transaction_Detail

Add
Add
Accessing an Existing Run Control ID or Inquiry Name

Once you’ve established a Run Control or Inquiry Name, all future searches with that particular Run
Control or Inquiry Name, will be accessible though the “Find an Existing Value” tab.

To find and existing Run Control or Inquiry Name...

1. Click on the “Find an Existing Value” tab.

2. Click on the “Search” button to select a previously created Run Control ID or Inquiry Name.
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

Inquiry Name: begins with v|

Search || Clear |Basic Search |§_ Save Search Criteria




Running Reports

Click the Run button at the top right of your screen.

. After clicking Run, the Process Scheduler Request screen will appear. Choose “Web” for Type
and choose “PDF” for format. Click OK

a. Ifyou want your report emailed to you, change the Server Name to “Email” and Type to
“PDF”. If you choose this method, you do not need to follow the next steps.

. This will return you to the initial criteria entry screen. You should now have a Process Instance
number; this tells you that the report is running. To access the report, click on the Process
Monitor link.

. You cannot access the report until your Run Status is “Success” and the Distribution Status is
“Posted”. To update the Run Status, click on the Refresh button. This will show you the most
recent “Run Status” for your report. Clicking on the Refresh button does not speed along the
process.

Once you have a status of “Success” and “Posted”, click on the Details link.

On the Process Detail page, click on the View Log/Trace link. This brings you to the View
Log/Trace page.

. To retrieve the report, click on the PDF link.





