Ledger Period Comparison Inquiry The University of Akron

Ledger Period Comparison Inquiry

This inquiry compares, for any ChartField combination selected, expenditures by account across
the selected periods of a fiscal year. A report may be created by downloading the inquiry results
to Excel.

What you do What happens/Notes
1. Enter the path: The Ledger Period Comparison page is
displayed.

General Ledger >
Review Financial Information >
Ledger Period Comparison

Ledger Period Comparisen
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value Y Add a Mew Valug

Inquiry Name: | hegins with ﬂ ||

Search | Clear |Elasic search [E] Save Search Criteria

Find an Existing Yalue | Add a Mew Walue

2 Click on | Search |0 select a prior The Ledger Period Comparison criteria page is
inquiry from the Search Results list. displayed.
Search Results
Inquiry Name NOTE: The first time that you run the inquiry,
LEDGERIMG .
LEDGERPER create an Inquiry Name. Then, whenever you

run the inquiry in the future, use that Inquiry
Name. This is comparable to creating and using
OR a Run Control ID.

Create a new Inquiry Name by selecting

the { Add aMewValue | tab, typing an
inquiry name (such as LEDGERINQ)

and clicking __Add

Ledger Period Comparison

Eind an Existing Valug { Add a New Value
Inquiry Mame: |Ledoerlng

Add

Find an Existing Yalue | Add a Mew Value
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What you do | What happens/Notes

Ledger Period Comparison

Selecta ledger, fiscal year, currency code, type of amount field and periads. Click on Search to execute the query.

Ledger Criteria

Inguiry *Unit ‘Ledger “Year ‘Currency *Amount Field

LEDGERING || Q | Q | Q | Q IPOSTED_TRAN_AMT Q,
[ Include All Periods [ Include Closing Search |
[ Include Balance Forward
Chartfield Criteria Customize | Find | B First (414 o 4 [¥] | 5ot [WlPeriod Selection
ChartField Value View ‘Period
Q v [Ta =
Bl save | 4 Refresh | [Ek s | ] UpdateiDisplay

Fields marked with an asterisk are required fields:
(Business) Unit, Ledger, Year, Currency, Amount Field.

3. Enter the data.

Unit: AKRON

Ledger: ACTUALS

Year: Enter the Budget Period. Ex: 2007
Currency: USD

Amount Field: POSTED_TRAN_AMT

4. Click one of the following checkboxes to include the described data.

Include All Periods Includes all twelve periods if selected.

Include Balance Forward | Includes any balances carried forward from the
previous period in the totals.

Include Closing Includes closing adjustments for period 999 in the
totals.
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Ledger Period Comparison Inquiry

The University of Akron

What you do |

What happens/Notes

Ledger Period Comparison

Select a ledger, fiscal year, currency code, type of amount field and periods. Click on Search to execute the query.

Ledger Criteria

Use the Search button
to access the Ledger
Comparison pages.

Inquiry *Unit ‘Ledger “Year ‘Currency  *Amount Field
LEDGERFER [AkrRON Q. [acTUALS @ [2007 @ [UsD@  [POSTED_TRAN_AMT | Q@

¥ Include &l Periods [ Include Closing D

[ Include Balance Forward
Chartfield Criteria Customnize |Find | B8 First [ 1500 [M] Last
ChartField Value View ‘Period
Account | Q Ird |1_Q =
Department [ro860001 Q I o =
Fund Code [10000 Q ~ e =
Class Field [oreR Q ¥ [+ e =
Program Code |1DDD (&} I~ |5_Q =]
Budget Reference | &} O IE_Q =
Project T | Q, f | IT_Q =
Adjustrnent Type | Q [l IS_Q =
Use the ChartField Click to remove the o =
Criteria group box checkmark from the [ola =
to select the View box for those Wi =
ChartFields and ChartFields that you [z =

do not want to
appear in your
inquiry. UA does
not use Budget
Reference, Project
or Adjustment Type.

ChartField values
that you want to
appear on the
Ledger Period
Comparison detail

page.

Use the Period Selection group box to select the
periods you want to use for comparison on the
Ledger Period Comparison detail page. To remove a

period from the list, select the Delete button (=]
for the row and click OK when prompted.

5. Select the appropriate ChartField values
as the criteria for your inquiry/report.

NOTE: On campus, people refer
to their Budget’s number, such as
200704, as an account number. In
PeopleSoft 200704 is referred to
as a SpeedType or SpeedKey. In
PeopleSoft, an Account is a four-
digit number that classifies the
transaction, such as 5757 (office
supplies). Account numbers are
listed in Appendices F and G.

6. Click '@ =¥/, You may need to scroll
down to see the Save button.

To locate the ChartField values that you need:

Review the printed copy of the Departmental
Budget reports or inquire on the Budget. These
values are printed on your Departmental Budget
reports and are on the Budget inquiry pages.

You also can use the SpeedKey Xref List Report
to locate the ChartField values.

Examples To do the inquiry for:

a. The entire Mechanical Engineering
Department, type A0660% in the Department
ChartField.

b. A specific department, such as Software
Training, type A4756002 in the Department
ChartField.

c. A specific, restricted fund account, type its 5-
digit fund number, such as 38889 as the Fund
Code. (The last five digits of the SpeedType
are the fund number for restricted funds.)
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Ledger Period Comparison Inquiry

The University of Akron

What you do

What happens/Notes

7. Click on ﬂ'

The Ledger Period Comparison detail pages are
displayed.

Period Comparison Results

Ledger Period Comparison

Inquiry Unit Ledger Fiscal Year Currency Amount to display
LEDGERPER AKRON ACTUALS 2007 UsD
Description

|Accounting Period in {1,2,2,4,6,6,7,89)

Go ToCLedoer Campare Criteria
Ledger Comparison

Paosted Transaction Amaunt

Currency Details
z‘ All Amounts in US0

Use the Query
Results view buttons
to scroll through the
rows of data.

CharField Criteria

Query Results
110250782

]

Row .

ROW pccout — Hmd  Dept Program Class  Book Code Period 1

1 1028 1poo0 AOGGEO001 1000 QOFPER oo

PR 11 10000 ADBEODOT 1000 OPER Use the Period

3 2002 1poo0 AOGGEO001 1000 QOFPER folder tabS or the

4 001 1poo0 AOGGO001 1000 QOFPER

a 2003 1poo0 AOGGEO001 1000 QOFPER ShOW a" COIumnS

B 5004 10000 AOBEODOT 1000 OPER icon to scroll

7 5005 1poo0 AOGGEO001 1000 QOFPER through and VIEW a“

g a012 1poo0 AOGGO001 1000 QOFPER R

9 503 1hoo0  ADBEODDIT 1000 OFER periods.

10 a041 1poo0 AOGGO001 1000 QOFPER E{URLIRNI)

i a042 1poo0 AOGGEO001 1000 QOFPER 1,500.00

12 - — OFER 0.00

13 Click on this link to return to OPER 0.00

14 the Ledger Criteria page. OPER 188211

14 QOFPER 1,184.00

16 401 10000  AOBBOOO1 1000 QOPER 341150
8. Click on the Show all Columns icon In this example, periods 1-12 are shown.

to view all the periods that you
requested.

This is an important step if you want to
download the data to Excel, because the
Download icon only downloads the data that is
visible on the page.

A sample of the first page of this report is

9. Use the Download icon 3 | to send the . .
data for all periods to an Excel shown on the next page of these instructions.

r heet. i
spreadsheet The data can be downloaded 25 rows at a time.
You may need to scroll to the right to
view and select the Download icon.
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What you do | What happens/Notes

sl
B Fle Edt View Insert Format  Tools Data  Window Help  Adobe PDF .8
NEHROISRITFHI X BE-F|9- 2 x-9ilili@@x -af
arial -0 ~| B I U ZZRE I ] - AR
119 - F
A B c D E F G H | ] K L (] N (0] [F Q R s
1 Row Count|Account|Fund| Dept |Program|Class|Bud Ref|Project|Book Code|Adjustment Type |Period 1 |Period 2 |Period 3 [Period 4 |Period 5|Period 6 |Period 7 [Period 8 |Period
2 1]1028 10000 |A4756002 |6000 OFER 0 1) 1) 0 ) 0 1) 1)
3 2|2001 10000 |A4756002 |AOD0 OPER 1} a a 0 1] 1} a a
4 31 10000 |A4756002 |6000 OFER 14,613,706 14,613.75[15,714.75(14,914.08{ 14,914.08( 14,914.08| 16,207.58| 16,207.58| 15,207,
Bl 4|5106 10102 |A4756002 |AOD0 OPER 1} a a 0 1] 1} a a
3] 46108 10000 |A4756002 |6000 OFER 0 1) 1) 0 ) 0 1) 1)
7 65151 10000 |A4756002 |AOD0 OPER 2,240.25| 2,240.25| 2, 408.25) 2,2086.25) 2,2086.25) 2,206 25) 229625 229625 2 296
:) T|o20z 10000 |A4756002 |6000 OFER 0 1) 1) 0 ) 0 1) 1)
El 8|5206 10000 |A4756002 |AOD0 OPER 1} a a 0 1] 1} a a
10 9]6601 10000 |A4756002 |6000 OFER 1,264.63| 1,264.54) 1,348.62) 1,286.90| 1,286.91) 1,285.90) 1,311.24] 1,311.24[ 1,311
1 10|5602 10000 |A4756002 |AOD0 OPER 777.38 777.38 a51.43 802.07 802.07 802.07 817.82 817.82 817
12 119604 10000 |A4756002 |6000 OFER 313,64 313.64 337.18 321.48 321.48 321.48 321.48 321.48 321
13 125605 10000 |A4756002 |AOD0 OPER 1} a a 0 1] 1} a a
14 13|9610 10000 |A4756002 |6000 OFER 1,371.83| 1,871.83] 1,871.83) 1,371.83) 1,371.83) 1,371.83) 1,240.54[ 1,240.54| 1,240
15 145620 10000 |A4756002 |AOD0 OPER 4634 46.34 a0.13 47 6 476 476 48.42 4842 48
16 159622 10000 |A4756002 |6000 OFER 161.61 161.69 178.78 166.67 166.66 166,67 167.3 167.18 167,
17 165640 10000 |A4756002 |AOD0 OPER 1} a a 0 480 1} a a
18 175749 10000 |A4756002 |6000 OFER 0 1) 1) 0 ) 0 1) 300
19 185757 10000 |A4756002 |AOD0 OPER 34 150.63 a7.8 144.31 37.49 148.02 350.67| 3,210.58[ 1,544
20 195763 10000 |A4756002 |6000 OFER 0 1) 1) 0 ) 0 1) 30.38| 1,096,
21 20|5766 10000 |A4756002 |AOD0 OPER 727 0| 2,269.80 0 1] 1} a a
22 215779 10000 |A4756002 |6000 OFER 0 1) 36 3618 ) 0 27 1)
23 22|B301 10000 |A4756002 |AOD0 OPER 1.37 8.07 2.73 105 488 786 3.48 4.48 2
24 236303 10000 |A4756002 |6000 OFER 2.08 3.78 312 3.36 416 3.68 1.82 .04 3
25 24|B305 10000 |A4756002 |AOD0 OPER 236 238 238 236 23 236 238 238 2
s} 25 |6306 10000 |A4756002 |G000 OFER 0 1) 1) 0 ) 0 1) 1)

10. If there are more than 25 rows of data,
you need to click on the Query Results
view buttons to scroll to the next page of
data and use the Download icon again.

11. Once all the data is downloaded to Excel,
copy and past all the rows to one of the
worksheets.

12. Format, manipulate, save and/or print the
inquiry report in Excel.

Then, close Excel.

13. In the PeopleSoft window of the Internet | The Ledger Period Comparison criteria page is

Explorer, click on the displayed.
Ledger Compare Criteria i1
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