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Reports and Query training is done in FSTST environment.  

 

To proceed with the training, follow the steps below: 

 

 
 

 

1. Click the FSTST Training Logon hyperlink located on the Training page. 
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The signon page for FSTST is displayed. 

 

 
 

 

2. Enter the following information provided by your training administrator: 

a. User ID 

b. Password (password is case sensitive) 

 

3. Click the Sign In button. 

 

 

 

 

 

 

 

2a 

2b 
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The PeopleSoft Finance home page is displayed. 

 

 
 

 

We will first discuss running a query in PeopleSoft. 

 

 

HOW TO RUN A PUBLIC QUERY 

 

A query is a method of quickly extracting data from PeopleSoft Finance that is not in report format. The 

data can be downloaded to excel for manipulation if needed. All public queries developed for use start 

with “UHS”. There are some public queries developed for UH-Clear Lake. Those queries start with 

“UHCL”. Query names do not have spaces but underscore (_). Queries for major areas begin with:  

 

➢ UHS_AP  – Accounts Payable queries  

➢ UHS_PO  – Purchase Order queries  

➢ UHS_REQ  – Requisition queries  

➢ UHS_OPEN  – Open Commitment queries  

➢ UHS_CC  – Cost Center queries  

➢ UHS_WF  – Workflow queries  

 

In this example, we will run an Accounts Payable query that lists entered and posted vouchers within a 

specified date range. 
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1. From PeopleSoft Finance home page, click the NavBar  icon on the upper right hand side of 

the home page. 

 

The NavBar menu is displayed.  

 

 
 

 

 

 

 

 

 

1 



           
 

 
SUBJECT: UHCL Reports & Queries Training Page 5 of 43 

 

 
UHCL Reports & Queries Training 

Last Update Date: November 12, 2019       Last Review Date: August 12, 2021 

 

   
 

 

 

  
 

 

2. From the NavBar menu, click on Navigator. Then navigate to (2a) Reporting Tools > (2b) Query > 

(2c) Query Viewer. 

 

2 

2c 

2a 

2b 
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The Query Viewer–Search page is displayed. The navigation is shown on top of the page. 

 

 
 

 

3. Enter the query name or portion of the query name. 

 

For our example, enter “UHS_AP” 

 

4. Click the Search button.  
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The Search Results are displayed. 

 

 
 

 

5. Click the HTML link of the corresponding query. 

 

For our example, click the HTML link of UHS_AP_ENTERED_POSTED query. 
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The query prompt window is displayed in a new window. 

 

 
 

 

6. Enter the criteria in the prompt boxes. 

 

To run the query for all UHCL departments, use a wildcard “%” in the Department field (ie. C%). 

 

For our example, enter the following:  

Business Unit:  00759  

Department:  C0129  

Entered From:  08/01/2019  

Entered To:  08/31/2019 

 

7. Click View Results button 
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The search results are displayed. The results can be downloaded in different formats (ie. Excel 

Spreadsheet). 
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The following are some of the more commonly run queries along with a description of the kind 

of information provided. 

 

Name Description 

UHCL_CC_LIST  Lists all active and inactive Cost Centers for UHCL  

UHCL_CC_LIST_ACTIVE  Lists only the active cost centers for UHCL  

UHCL_CC_LIST_GRANTS  Lists all active and inactive grant cost centers for UHCL  

UHS_ACCOUNT_LISTING  Lists all accounts with short and long description.  

UHS_ACCT_BUDACCT_XREF  Lists the budget account for each actual account  

UHS_AP_DELETED_VCHRS  Lists all deleted vouchers that need budget checked to return funds to the 

Cost Center BBA  

UHS_AP_SEARCH_FOR_VENDORS  Lists vendors meeting criteria entered by the user, including: name, 

DBA/Dept name, Federal ID / Social Security Number, or zip code. “DBA” 

stands for “Doing Business As”. Use “%” for unknown fields or the query 

will not work.  

UHS_AP_SEARCH_FOR_VOUCHERS  Lists vouchers entered for a particular department, vendor, PO, invoice, 

or range of dates. Use “%” for unknown fields or the query will not work.  

UHS_AP_VOUCHERS_BY_OPERATOR  Lists vouchers entered by a particular operator within a specified date 

range.  

UHS_AP_VOUCHER_DATES  Lists the four dates entered on the Voucher Calculate Basis Date page  

UHS_BUD_JRNL_BY_DEPT_FY  Lists budget journals for a specified department and fiscal year.  

UHS_JOURNAL_INQ  Lists journals for a specified source, business unit, and date range  

UHS_PO_BY_DEPT_NODE  Lists all PO’s for a department. Use “%” for unknown fields or the query 

will not work.  

UHS_WF_AP_NOT_POSTED  Lists all Vouchers in workflow that are not posted. All the workflow steps 

are listed including where the voucher is currently. Note: When entering 

UHS_WF_AP in the query name, you will get all workflow queries related 

to vouchers.  

UHS_WF_REQ_NOT_APPROVED  Lists all requisitions in workflow that are not approved. NOTE: When 

entering UHS_WF_REQ in the query name, you will get all the workflow 

queries related to requisitions.  

 

 

Next, we will run one of the reports in PeopleSoft Finance – the Department Verification Report 

(UGLS1074). 
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HOW TO RUN THE DEPARTMENT VERIFICATION REPORT (UGLS1074) 

 

The Department Verification Report (UGLS1074) is a report run monthly to reconcile cost centers. This 

report will list all activity that occurred in a cost center based on the criteria specified when the report 

was run. Data included in this report (based on the criteria entered) includes assets, liabilities, and fund 

equity, revenue and expenses, open commitments, and soft commitments. 

 

 
 

 

1. From PeopleSoft Finance home page, click the NavBar  icon on the upper right hand side of 

the home page. 

 

The NavBar menu is displayed.  

 

 

1 
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2. From the NavBar menu, click on Navigator. Then navigate to (2a) Custom Reports > (2b) GL > 

(2c) Dept Verification Rpt (1074). 

 

2 

2c 

2a 

2b 
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The Dept Verification Rpt (1074) Search Page is displayed. 

 

 
 

 

3. Click the Add a New Value tab. 

 

The Dept Verification Rpt (1074) Add Page is displayed. 

 

 
 

 

4. Enter any descriptive name (no space) to create a run control. The run control can be based on 

the criteria definition when running the report. You can create different run control for each 

criteria definition; or you can just create one run control and update the criteria definition 

during each run. 

 

For our example, enter “1074” an underscore “_” and your initials. 

 

 

5. Click the Add button. 
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The Report Parameter page is displayed. 
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6. Enter the Fiscal Year and range of periods for which the report is to be run. Our Fiscal Year has 

12 periods. It starts in September, with September as Period 1, October as Period 2 and so on. 

Period 998 is a period for Financial Reporting adjustments. 

 

For our example, enter Fiscal Year From/To “2019”; Period From “1”; Period To “1”. 

 

 

 
 

7. To view only cost centers that were active during the range of periods entered, check the Only 

Print Active Cost Centers option. Otherwise, all cost centers that match the criteria will print. 

 

For our example, click the Only Print Active Cost Centers radio button. 

 

 

 
 

8. Select the section(s) of the report to generate. The default setting includes all sections of the 

report. Uncheck the box to deselect a section. NOTE: Do not check the Verification Worksheet. 

 

For our example, select all sections except the Verification Worksheet. 
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The sections of the 1074 are described as follows: 

 

 
 

 

 
Section  Title  Data Displayed  

1074.1  

(Section 1)  

Budget Node Summary  Original and Adjusted budget, summary of Revenue and Expense activity 

for the current period and YTD, Open Commitments, Soft Commitments, 

revenue goal or expense budget remaining. All data summarized by 

budget node.  

 

 

 
Section  Title  Data Displayed  

1074.2  

(Section 2)  

Budget Node & 

Account Summary  

Revenue and expense budget data at the budget node level. Summary of 

revenue and expense activity at the actual account level, including 

commitments. Remaining revenue goal or expense budget at the budget 

node level.  
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Section  Title  Data Displayed  

1074.3a  

(Section 3a)  

Asset, Liability, Fund 

Equity Transactions  

Transactions recorded during the reporting period for asset (1XXXX), 

liability (2XXXX) and fund equity (3XXXX) accounts.  

1074.3b  

(Section 3b)  

Revenue and Expense 

Transactions  

Transactions recorded during the reporting period for revenue (4XXXX) 

and expense (5XXXX) accounts. This section includes encumbrance 

activity and identifying information for each transaction.  

1074.3c  

(Section 3c)  

Budget Journals  Journals that establish and/or update the cost center budget during the 

reporting period. Reported by budget account with identifying 

information for each entry.  

 

 

 
Section  Title  Data Displayed  

1074.4  

(Section 4)  

Open Commitments  Summary of outstanding encumbrances (regardless of fiscal year) with 

identifying information for each purchase order or encumbrance journal. 

The following information is reported for each remaining encumbrance: 

initial amount encumbered, liquidated (released) amount, and amount 

currently encumbered.  

 

 

 
Section  Title  Data Displayed  

1074.5  

(Section 5)  

Soft Commitments  Transactions that are “in progress.” Identifying information for 

requisitions that have been budget checked but not processed on a 

Purchase Order, journals and vouchers that have been budget checked 

but not posted, as well as the reason the transaction has not processed.  

 

 

 
Section  Title  Data Displayed  

1074.6  

(Section 6)  

Balance Sheet 

Summary  

A summary of balances and activity for asset, liability, and fund equity 

accounts. Includes available fund equity adjusted for open commitments 

as of the end of the reporting period, as well as a comparison of the 

current data versus data reported for the same period of the prior year.  
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9. Enter the Cost Center(s) or the Speed Type of the report to generate. Each chartfield has a drop 

down box listing criteria choices (from single chartfield to all chartfields) as described below: 

 

Fund – All Generates report for all funds 

Fund – Group Generates report by Fund Group 

Fund – Some Generates report for a single fund or a range of funds 

  

Dept – All Generates report for all departments 

Dept – Tree Range Generates report by departments in the DEPTID_ROLLUP tree node 

Dept – Some Generates report for a single department or a range of departments 

  

Program – All  Generates report for all programs 

Program – Group  Generates report by Program Groups based on the first character of the 

program chartfield, which represents expenditure function 

Program – Some  Generates report for a single program or a range of programs 

  

Project – All  Generates report for all projects 

Project – Group  Generates report by Project Groups based on the first character of the 

project chartfield, which represents the type of project. 

Project – Some  Generates report for a single project ID or a range of project ID’s.  

 

 

For our example, enter “12593” in the Speed Type field and tab. Once you have tabbed out of 

the field, the cost center will populate.  

 

NOTE: To add another cost center, click the  icon. 
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10. Click the Run button at the top of the Report Parameters page to run the report. The page is 

automatically saved when the Run button is clicked. 

 

Since PeopleSoft is web-based, all report programs are processed on a central server. 
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The Process Scheduler Request page is displayed. The Select box is checked for the Department 

Verification Report defaulting to “Web” Type and “PDF” Format. 

 

 

 
 

 

11. Leave the Server Name field blank. 

 

12. Click the OK button to submit the report for processing. PeopleSoft puts the process request in a 

scheduling queue, and is picked up and processed by the next available server. 

 

NOTE: Do not run another 1074 report of the same Run Control ID until the current run is 

completed (ie. Run Status of Success) as in Step 14.  
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The Report Parameter page is displayed again. Each time a report is run, a Process Instance is 

assigned. 

 

 
 

 

13. Click the Process Monitor hyperlink to check the progress of the report. 
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The Process List page is displayed. 

 

 
 

 

14. The Run Status indicates the status of the run. Click the Refresh button periodically until the Run 

Status displays “Success” and the Distribution Status displays “Posted.” 

 

 
 

 

 

15. Click the Details hyperlink to drill down to the report. 
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The Process Details page is displayed. 

 

 
 

 

16. Click the View Log/Trace hyperlink to drill down further to the report. 
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The View Log/Trace page is displayed. Each section of the 1074 is listed as a .csv file. This type of 

file allows you to save the file as an excel file and utilize excel to manipulate the data. 

 

 
 

 

17. Click the .PDF document to see the formatted report. 
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The report opens in a new window. Use Adobe Acrobat features such as page navigation, 

magnify or search to view the report. 
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HOW TO READ THE DEPARTMENT VERIFICATION REPORT (UGLS1074) 

 

The Department Verification Report (UGLS1074) is used to review transactions recorded for a Cost 

Center during a particular accounting period or range of periods. This report is primarily used for 

monthly cost center reconciliations. The report has several sections which display budget summaries, 

general ledger transactions, pre-encumbrance and encumbrance activity and a balance sheet summary. 

 

Section Title Data Displayed 

1074.1  Budget Node 

Summary  

➢ Original and adjusted budget, summary of revenue and expense activity 

for the current period and YTD, open commitments, soft commitments, 

revenue goal or expense budget remaining. 

➢ All data summarized by budget node.  

1074.2  Budget Node & 

Account Summary  

➢ Revenue and expense budget data at the budget node level. 

➢ Summary of revenue and expense activity at the actual account level, 

including commitments. 

➢ Remaining revenue goal or expense budget at the budget node level.  

1074.3a  Asset, Liability, Fund 

Equity Transactions  

➢ Transactions recorded during the reporting period for asset (1XXXX), 

liability (2XXXX) and fund equity (3XXXX) accounts.  

1074.3b  Revenue and 

Expense 

Transactions  

➢ Transactions recorded during the reporting period for revenue (4XXXX) 

and expense (5XXXX) accounts. 

➢ Encumbrance activity and identifying information for each transaction.  

1074.3c  Budget Journals  ➢ Journals that update the cost center budget during the reporting period. 

➢ Reported by budget account with identifying information for each entry.  

1074.4  Open Commitments  ➢ Summary of outstanding encumbrances (regardless of fiscal year) with 

identifying information for each purchase order or encumbrance journal. 

➢ Report for each remaining encumbrance: initial amount encumbered, 

liquidated (released) amount and amount currently encumbered.  

1074.5  Soft Commitments  ➢ Transactions that are “in progress.” 

➢ Information on requisitions that have been budget checked but not 

created with purchase order; journals and vouchers that have been budget 

checked but not posted. 

➢ Reason why the transaction has not processed. 

1074.6  Balance Sheet 

Summary  

➢ Summary of balances and activity for asset, liability and fund equity 

accounts. 

➢ Includes available fund equity adjusted for open commitments as of the 

end of the reporting period, as well as a comparison of the current data 

versus data reported for the same period of the prior year.  
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LOCATING INFORMATION ON THE 1074 REPORT 

 

The data on Section 4 (Open Commitments) or Section 5 (Soft Commitments) is based on the following:  

 

Soft Commitments (1074.5) vs. Open Commitments (1074.4) 

Category  Transactions  

Soft Commitment  ➢ Budget checked voucher that are not posted 

➢ Budget checked journal entries that are not posted 

➢ Budget checked requisitions. Requisitions are displayed only on Section 5.  

Open Commitment  ➢ Budget checked encumbrance journal entries. Encumbrance journal entries are only 

displayed on Section 4. 

➢ Budget checked Purchase Order’s  

 

 

The determination of which accounting period transactions will be reflected in is as follows: 

 

Category  Transaction  Date Used for Report  

Soft Commitments  Voucher  Accounting date  

Regular Journal Entry  Journal Date  

Encumbrance Journal Entry  N/A  

Requisition  Accounting Date  

Purchase Order  N/A  

Open Commitment  Encumbrance Journal Entry  Journal Date  

Requisition  N/A  

Purchase Order  Accounting Date  

Encumbrance Release (PO Voucher)  Voucher Accounting Date  

Asset, Liability, Fund Equity, Revenue, Expense  Regular Journal Entry  Journal Date  

Voucher AP Journal Date  

 

Note: The accounting dates on Vouchers and Requisitions must be within an open accounting period 

when they are budget checked. This helps to keep reports accurate and in sync. If a user tries to budget 

check a Voucher or Requisition within an accounting date in a closed period, the user will receive an error 

message. Change the accounting date to the current date and re-budget check the document. 
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UGLS1074.1 – REVENUE AND EXPENSE BUDGET NODE SUMMARY 

  

UGLS1074.1 displays original and adjusted budget, a summary of revenue and expense activity for the 

current period and YTD, open commitments, soft commitments and the revenue goal or expense budget 

remaining. All the data is summarized by budget node. 

 

 
 

 

Key# Description 

1 REPORT TITLE/PERIOD ENDED – Displays the time period for which the report was run. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 

Ledger as the source. The extension that follows the Report ID indicates the section of the 

report. (UGLS1074.1 for Section 1)  

RUN DATE/TIME – Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant id. Responsible 

person is the program manager for non-project cost centers and project manager for project 

cost centers. 

4 DESCRIPTION – Each budget node (account) for which there is budget or actual activity during the 

reporting period will be listed along with its description. Budget nodes (accounts) are grouped 

by Revenue and Expense. Revenue budget nodes start with “B4xxx”; expense budget nodes start 

with “B5xxx”. 

5 BASE BUDGETED AMT – Total base (original) budget for the individual budget account. This is the 

permanent budget. 

6 CURRENT BUDGETED AMT – Total current budget for the individual budget account. Calculated as 

(Original + Adjustments). This is the Original budget with current year adjustments. 

 

#1 #2 #3 

#4 #5 

#6 
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Key# Description 

7 PRIOR BUDGET REFERENCE – Budget to cover encumbrances for prior budget references as of Period 

998.  

8 CURRENT REV/EXP – Revenue and expense activity recorded for the budget account during the current 

period. 

9 YTD REV/EXP – Year to date revenue and expense activity recorded for the budget account. 

10 PTD REV/EXP – Project to date revenue and expense activity recorded for the budget account. If Project 

= NA, then PTD=YTD. A project/grant cost center can span multiple years. 

11 OPEN COMMITMENT – Encumbrances that have not released as of the period ending date regardless of 

fiscal year (but listed by Budget Reference). 

12 SOFT COMMITMENT – All vouchers and journals that have been budget checked but not posted to the 

Actual Ledger as of the period ending date regardless of fiscal year (listed by Budget Reference). 

All requisitions that have not released as of the period ending date. 

13 BUDGET AVAILABLE – Remaining revenue goal or spending authority for the individual budget account. 

Calculated as:  

 Current Budget – YTD Rev/Exp – Open Commitments – Soft Commitments = BBA 

14 % AVAILABLE – Percent of Current Budgeted Amt remaining. Calculated as (Budget Available / Current 

Budgeted Amount). 

15 Activity is totaled for all revenue accounts and all expense accounts for Current and Prior Budget 

References. 

 

 

 

 

#9 #8 

#7 

#11 
#12 #13 

#15 

#14 #10 
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UGLS1074.2 – REVENUE & EXPENSE BUDGET NODE/ACCOUNT SUMMARY 

 

The UGLS1074.2 displays revenue and expense budget data at the budget node (account) level. A 

summary of revenue and expense activity at the actual account level including commitments as well as 

the remaining revenue goal or expense budget at the budget node (account) level are listed. 

 

 
 

 

Key# Description 

1 REPORT TITLE/PERIOD ENDED – Displays the time period for which the report was run. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 

Ledger as the source. The extension that follows the Report ID indicates the section of the 

report. (UGLS1074.2 for Section 2)  

RUN DATE/TIME – Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant id. Responsible 

person is the program manager for non-project cost centers and project manager for project 

cost centers. 

4 The activity for detailed accounts corresponding to each budget node (account) is reported beneath the 

respective budget account. 

5 Detail account activity is subtotaled for each change in budget node (account). 

6 Activity is totaled for all revenue accounts and all expense accounts for Current, as well as for Prior 

Budget References. 

 

 

 

#4 

#5 

#6 

#1 #2 #3 
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UGLS1074.3a – DETAILED TRANSACTIONS – ASSETS, LIABILITIES, FUND EQUITY 

 

UGLS1074.3a lists transactions recorded during the reporting period for Asset (1xxxx), Liability (2xxxx) 

and Fund Equity (3xxxx) accounts. This section includes encumbrance activity and identifying 

information for each transaction. 

 

 
 

 

Key# Description 

1 REPORT TITLE/PERIOD ENDED – Displays the time period for which the report was run. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 

Ledger as the source. The extension that follows the Report ID indicates the section of the 

report. (UGLS1074.3a for Section 3a)  

RUN DATE/TIME – Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant id. Responsible 

person is the program manager for non-project cost centers and project manager for project 

cost centers. 

4 ACCT/TRANSACTION DESCRIPTION – Each account with asset, liability, or fund equity activity will be 

listed with the corresponding transaction description. Accounts are listed in numerical order: 

asset accounts (1XXXX), liability accounts (2XXXX) then fund equity accounts (3XXXX). 

5 Transactions are subtotaled by account and the account description is provided. 

6 Activity is totaled for all asset, liability and fund equity accounts for Current and Prior Budget References. 

 

  

 

 

 

 

 

 

 

#4 

#5 

#6 

#1 #2 
#3 
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Key# Description 

7 JOURNAL – The Journal ID, Journal Line, and Journal Date are listed for asset, liability, and fund equity 

journals. The journal ID prefix indicates the type of journal:  

➢ No Prefix = Accounting  

➢ ADM = Administrative Charges  

➢ AP = Accounts Payable  

➢ AV = University Advancement  

➢ HR = Human Resources  

➢ IDC = Indirect Cost  

➢ INT = Interest  

➢ REV = Revenue Recognition  

➢ SF = Student Financials  

➢ UCI = Unemployment Compensation 

➢ WCI = Workers’ Compensation 

8 FY – The fiscal year in which the transaction was recorded. 

9 ACCT PD – The accounting period (month) in which the transaction was recorded. 

10 ACTUAL LEDGER – Transaction amount recorded in the Actuals Ledger. 

11 BUDGET REF – The budget reference in which the transaction was recorded. 

12 SOURCE – The source of the transaction. 

13 DOCUMENT – Transaction support information, including Business Unit and document number. This is 

typically the Voucher Number. 

14 REFERENCE – Transaction support information, including Business Unit and reference number. Data 

listed here includes the check number, PO number, and the payroll cycle identifier. 

15 CF1 INFO – This is the value entered for Chartfield 1 if used. This field is very rarely used and is defined 

by the originating department. 
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UGLS1074.3b – DETAILED REVENUE/EXPENSE TRANSACTIONS 

 

UGLS1074.3b lists transactions recorded during the reporting period for the revenue (4xxxx) and 

expense (5xxxx) accounts. This includes encumbrance activity and information for each transaction. 

 

 
 

 

Key# Description 

1 ACCT/TRANSACTION DESCRIPTION – Each account with revenue, expense, or encumbrance activity will 

be listed with the corresponding transaction description. Accounts are listed in numerical 

order: revenue accounts (4XXXX with a few exceptions) then expense accounts (5XXXX). 

2 Transactions are subtotaled by account and the account description is provided. 

3 Activity is totaled for all revenue and for all expense accounts for Current and Prior Budget References. 

4 JOURNAL/PO – The document type, JRNL for Journal Entry or PO for Purchase Order, is displayed. The 

Journal ID, Journal Date and Journal Line are listed for revenue, expense and encumbrance 

journals. The PO ID, Line, Schedule and Distribution numbers are listed for purchase orders. 

The journal ID prefix indicates the type of journal:  

➢ No Prefix = Accounting 

➢ ADM = Administrative Charges 

➢ AP = Accounts Payable 

➢ AV = University Advancement 

➢ HR = Human Resources 

➢ IDC = Indirect Cost 

➢ INT = Interest 

➢ REV = Revenue Recognition 

➢ SF = Student Financials 

➢ UCI = Unemployment Compensation 

➢ WCI = Workers’ Compensation 
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Key# Description 

5 FY – The fiscal year in which the transaction was recorded. 

6 ACCT PD – The accounting period (month) in which the transaction was recorded. 

7 AMOUNT – Transaction amount for Revenue, Expense, or Encumbrance. 

8 BUDGET REF – The budget reference in which the transaction was recorded. 

9 SOURCE – The source of the transaction. 

10 DOCUMENT – Transaction support information, including Business Unit and document number. Data 

listed here is usually the voucher number. The PO number is listed in this column for 

carryforward (CFWD) journal entries. 

11 REFERENCE – On payroll journals, the reference will display ACTUAL, ENCUMB, or REALL. For PO 

Vouchers, the reference is the PO number. For SCR transactions, the reference is the billing 

date (on telephone and postage) or invoice/job number (on printing/copying and central stores 

items). 

12 CF1 INFO – Value of Chartfield 1, if used, on the transaction. This value is defined by the department. 
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UGLS1074.3c – DETAILED TRANSACTIONS: BUDGET JOURNALS 

 

The UGLS1074.3c lists budget journals that establish and/or update the cost center budget during the 

reporting period. The budget journals are reported by budget node (account) with identifying 

information for each entry. 

 

 
 

 

Key# Description 

1 ACCT/TRANSACTION DESCRIPTION – Each budget node (account) with activity will be listed with the 

corresponding transaction description. Budget journals entered from Budget Adjustment 

Forms display the reference number assigned by the form’s originator. 

2 Budget activity is totaled for all revenue accounts and all expense accounts for Current, as well as for 

Prior Budget References. 

3 BUDGET JOURNALS – The journal ID, journal line, and journal date are listed for each budget journal. 

Journals with a prefix of BDX were created in the budget load. Journals with a prefix of CFWD 

are carryforward budget journals where budget has been “carried forward” from the prior year 

to cover outstanding encumbrances at year end. 

4 FY – The fiscal year in which the transaction was recorded. 

5 ACCT PD – The accounting period (month) in which the transaction was recorded. 

6 INITIAL BUDGET – Initial budget load from BDM (Budget Development Module). 
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Key# Description 

7 ORIGINAL – Amount posted as an Original budget entry. 

8 ADJUSTMENT – Amount posted as an Adjustment budget entry. 

9 CLOSING/RLL FW – Budget journals associated with the budget closing and/or roll forward process. 

10 BREF - The budget reference in which the transaction was recorded. 

11 LGROUP – Budget ledger group to which the budget journal was posted. 

12 EXTRA INFORMATION – Budget entry type (original or adjustment) is displayed. PC Bud Load refers to 

the load from the Budget Development System. 
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UGLS1074.4 – OPEN COMMITMENTS 

 

The UGLS1074.4 lists a summary of all outstanding encumbrances (regardless of fiscal year) with 

identifying information for each purchase order or encumbrance journal. The following information is 

reported for each remaining encumbrance: initial amount encumbered, liquidated (released) amount 

and amount currently encumbered. 

 

 
 

 

Key# Description 

1 REPORT TITLE/TIMEFRAME – All fiscal years and all periods. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 

Ledger as the source. The extension that follows the Report ID indicates the section of the 

report. (UGLS1074.4 for Section 4)  

RUN DATE/TIME – Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant id. Responsible 

person is the program manager for non-project cost centers and project manager for project 

cost centers. 

4 Transactions are first grouped by the Budget Reference of spending authority under which the 

transaction occurs. Exception: Transactions are not grouped by Budget Reference for Project cost 

centers. 
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Key# Description 

5 TOTAL OPEN COMMITMENT/GRAND TOTAL OPEN COMMITMENT - Totals are provided for all open 

commitments in each Budget Reference as well as total open commitments for all Budget 

References combined. 

6 ACCT – The account on the encumbrance journal or PO. 

7 DOCUMENT – The document type, whether PO or Journal, is displayed, along with the Business Unit 

and PO ID or Journal ID as well as the Date of the transaction. 

8 VENDOR – The vendor ID and vendor name are displayed for each PO encumbrance. 

9 ENCUMBRANCE AMOUNT – The original encumbrance is displayed. 

10 LIQUIDATED AMOUNT – The amount by which the original encumbrance has been decreased. 

11 OPEN AMOUNT – The remaining open commitment for each document. 

12 PERCENT OPEN – Calculated as (Open Amount/Encumbrance Amount) 

13 BUDGET REFERENCE – The budget reference in which the transaction was recorded. 

14 CF1 – The value assigned by the department (if used) for Chartfield 1. Check with the Business 

Coordinator for these values. 
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UGLS1074.5 – SOFT COMMITMENTS 

 

The UGLS1074.5 displays Requisitions and all transactions that have been budget checked but not 

posted. Identifying information is listed for requisitions that have been budget checked but not 

processed into a Purchase Order, as well as journals and vouchers that have been budget checked but 

not posted. The reason the transaction has not posted is listed also. NOTE: If a transaction remains on 

this section for two months, there is a problem with it that needs further attention. 

 

 
 

 

Key# Description 

1 REPORT TITLE/TIMEFRAME – All fiscal years and all periods. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 
Ledger as the source. The extension that follows the Report ID indicates the section of the 
report. (UGLS1074.5 for Section 5)  

RUN DATE/TIME - Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant ID. Responsible 
person is the program manager for non-project cost centers and project manager for project 
cost centers.  

4 Transactions are first grouped by the Budget Reference of spending authority under which the 

transaction occurs. Exception: Transactions are not grouped by Budget Reference for Project cost 

centers. 

5 ACCT – Transactions for the reporting period are grouped by account. 
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Key# Description 

6 DOCUMENT – Transaction support information including document type, Business Unit, document 

number, document date, document line and distribution line. 

7 JOURNAL INFORMATION - Journal ID, Journal Date. This information will only appear for a Voucher if 

the document has been journal generated. 

8 AMOUNT – The amount of the soft commitment. 

9 BUDGET TYPE – Type of transaction (e.g. revenue or expense). 

10 BUDGET REFERENCE – The budget reference in which the transaction was recorded. 

11 CF1 – Chartfield 1 is a field defined by the business coordinator for specific use. Contact your business 

coordinator for your values. 

12 SOFT COMMITMENT REASON – The reason the transaction is listed as a soft commitment and possible 

instructions for resolving the outstanding issue. These items have been budget checked but not posted, 

or if purchase requisitions, have not been processed into purchase orders. If any transaction is listed 

here for more than two months, contact your business coordinator for resolution. 

13 VENDOR ID, VENDOR NAME, ACCTG DATE – Lists vendor information and the date the transaction was 

created. The accounting date may be used to determine whether the transaction has been long 

outstanding. 
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UGLS1074.6 – BALANCE SHEET SUMMARY 

 

The Balance Sheet Summary is a summary of balances and activity for asset, liability and fund equity 

accounts. It includes available fund equity adjusted for open commitments as of the end of the reporting 

period, as well as a comparison of the current data versus data reported for the same period of the prior 

year. 

 

 
 

 

Key# Description 

1 REPORT TITLE/PERIOD ENDED – Displays the time period for which the report was run. 

2 REPORT ID – UGL indicates the report was designed by the University of Houston System, with General 

Ledger as the source. The extension that follows the Report ID indicates the section of the 

report (UGLS1074.6 for Section 6). 

RUN DATE/TIME - Reflects the day and time the report was generated. 

3 COST CENTER – Cost center chartfields: fund, department, program and project/grant ID. Responsible 

person is the program manager for non-project cost centers and project manager for project 

cost centers. 

4 ACCT – Each account for which there is activity during the reporting period will be listed with the 

account description. 

5 ASSETS - Balance Sheet Asset account (1XXXX) activity is totaled. Normally all assets should have a 

positive balance. Assets should always equal Liabilities plus Fund Equity. (Assets = Liabilities + 

Fund Equity) 
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Key# Description 

6 LIABILITIES - Balance Sheet Liability account (2XXXX) activity is totaled. The liability figure should always 

be negative. 

7 FUND EQUITY - Balance Sheet Fund Equity account (3XXXX) activity is totaled. Negative fund equity 

indicates a surplus and a positive fund equity balance indicates a deficit. 

8 TOTAL LIABILITY AND FUND EQUITY – Calculated as (Liabilities + Fund Equity). 

 

 

 
 

 

Key# Description 

9 AVAILABLE FUND EQUITY – Fund equity adjusted for commitments. Calculated as (Fund Equity + 

Encumbrances). A negative number means you have funds. A positive number indicates a 

shortfall. 

10 BEGINNING YEAR BALANCE – The beginning balance for the fiscal year being reported. See Period (0) 

under Additional Information below. 

11 BEGINNING BALANCE – The beginning balance for the period being reported. 

12 ACTIVITY – The activity for the period being reported. 

13 BALANCE – The ending balance for the period being reported. Calculated as:  

Beginning Balance (11) + Monthly Activity (12) = Balance (13) 

14 BALANCE (prior year) – The ending balance for the comparable period of the preceding fiscal year. 
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Additional Information: 

 

➢ COLUMN HEADERS – Each column header contains the fiscal year and period for which data is 

presented. The fiscal year is displayed first followed by the period in parenthesis (i.e. Sep 01, 

2018 (1)). 

If the period is not complete, the report will reflect activity through the run date and time 

indicated in the upper portion of the right header. 

 

➢ PERIOD (0) – Reflects the opening balance at the beginning of each fiscal year. Stated another 

way, it is the amount that is carried forward from the previous fiscal year once it is closed. The 

previous fiscal year includes period (0) through period (998).  

 

➢ PERIOD (998) – Reflects correcting entries after the close of August but recorded as 08/31 

activity.  

 

➢ BEGINNING YEAR BALANCE – The beginning asset, liability, and fund equity balances for the 

current fiscal year should equal ending balances for the prior fiscal year. At the beginning of a 

new fiscal year, however, these balances may not be equal due to processes that must be run as 

part of the 12th month close and period 998 close. By the end of month 1 in the new fiscal year, 

there should be no further changes to asset, liability, or fund equity beginning balances, and 

these beginning balances should equal ending balances for the prior fiscal year.  

 

➢ UNBUDGETED FUND EQUITY – To calculate Unbudgeted Fund Equity, take the Available Fund 

Equity (Adjusted for Commitments) plus Total Expenditure BBA for the current budget reference 

only (found on Section 1). 


