UTA

Knowledge Services
OFFICE OF CONTINUOUS IMPROVEMENT

Managing Department Funds



Managing Department Funds

Table of Contents

CommItMENt CONTIOI OVEIVIBW ...t 1
ACCOUNT OVEIVIBW.....eiuiitiitiieiite ettt ettt bbbt bbb bt bt b e b e st e bt e bt st e e b et s et ne b 1
CRAT OF ACCOUNTS ...ttt b bbb bbbt bbbt b e 2
IS] 0 LTT0 [ IV LT 3
ComMMITMENT CONTIOL .....viieiiccee ettt eese e e ene e ne s 5
=T [0 1= OSSR 6
BUAGET ACCOUNTS. ..ottt ettt e s e s e s es e eseesees e e s e e et et e tenaeneseneas 7
BUAGET DETAIIS .....ceieeeicieee e ettt sttt st s et b et et st n et e e 8
View Transaction Activity and Source DOCUMENTS ........coccvviiiiiiiiine e 10
BUGGET OVEIVIBW ...ttt bbbttt 12
Create a Budget OVErVIEW INQUITY ...c.oovieiriieiisieisise et 12
Generate 8 BUAGEt OVEIVIEW. .......ccuiuiiirieiieieiee sttt 13
VIEW @ BUAQET OVEIVIEW....c.viiiiiieciesies e sb b e eneens 15

(D CY (o (R W S0 Lo [o e T U Y 20
€] = 1oL Y/ - T To =T 0 1T o | OSSP SPR 21
V7 Ugto = (o) ] -SSR 22

o (0] 1= OSSOSO 23
ProjeCt BUAQET ACCOUNTS.....c.oiuiiiiiieiteitecte ettt sttt sb et re b e b b sbeereerenre e 23

Page ii
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Commitment Control Overview

The Commitment Control Module in UTShare budget information for a specific Cost Center or
Project. There are two distinct sections: Budget Overview and Budget Details.

The Budgets Overview page is used to view an overall balance for one or more budget
accounts. The information on this page is updated as soon as transactions are budget checked.
The Budget Overview page is where budget, expense, revenue data is maintained.

The Budget Details page is used to view financial activity for a single budget account (e.g.
B4000, G4010, P6000). To view budget information, you must begin by selecting the
appropriate Ledger Group. A Ledger is used to track various types of transactions in
Commitment Control. Listed below are examples of Ledger Groups used at UT Arlington:

e OPE - The Operations Expense ledger displays the overall balance and budget activity for
a Cost Center at the parent level.

e OPE_CHILD1 —The Operations Expense Child ledger displays budget activity for a cost
center at the B level.

e OPR-The Operations Revenue ledger is used to view budget activity for a Cost Center.

e GRT_PARENT- The Grant Parent ledger displays the overall balance and budget activity
for a Sponsored Project (Grant).

e GRT_CHILD1 - The Grant Child ledger displays budget activity for a single Budget
Account (e.g. 4110 = Domestic Travel) for a Sponsored Project (Grant)

e PLANT_PRNT - The Plant Parent ledger displays the overall balance and budget activity
for a Capital Project (Plant Fund).

e PLANT - The Plant Expense ledger displays budget activity for a single Budget Account
(e.g. P6000 = Capital) for a Capital Project (Plant Fund).

e DETAIL: The Detail ledger displays General Ledger (GL) Account information for Cost
Centers, Sponsored Projects and Capital Projects (e.g. 63003 = Office Supplies).

Account Overview

UT Arlington operates on a 12-month accounting period (Fiscal Year) which runs from Sept 1st
through Aug 31st. The fiscal year is designated by the calendar year in which it ends.

The Budget Period represents the pool of money for which funds are available to spend. It
generally coincides with the fiscal year calendar but can be independent.

During the fiscal year, the months are referred to as Accounting Periods, and these designate
when the transaction occurred. For UTShare Accounting Periods start with September as
Accounting Period 1.
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1 = Sept 4 = Dec 7 = Mar : 10 = June 2998 = Year-End Adjusting Period
2 = Oct 5 = Jan :8 = Apr 11 = July ;
3 = Nov {6 = Feb {9 = May {12 = Aug

There are four main document types that create transaction lines in UTShare:

e Expense Report — This form is used to reimburse an individual for out-of-pocket
business-related expenses. There are two types of expense reports: travel and non-
travel.

e Requisition — This form is used to request goods and/or services from a vendor.

e Voucher - This form is used to pay for goods and/or services purchased from a vendor.
There are two types of vouchers: purchase orders and non-purchase orders.

e Journal —This form is used to record financial transactions involving budget transfers,
payroll transactions, inter-departmental transfers, accounting corrections, etc.

There are certain processes that place funds on hold for either anticipated expenses (Pre-
Encumbrance) or a future expenditure (Encumbrance).

Requisitions will create a pre-encumbrance on an account, when it is sourced to a Purchase
Order, the pre-encumbrance is released, and an encumbrance is created. Creating a voucher
releases the encumbrance and then expenses the amount.

Travel Authorizations place an encumbrance on an account that is only released when
associated with an Expense Report.

When processing transactions in UTShare, each document type requires you to perform a
Budget Check to ensure that there are available funds.

There are a few common budget errors that can stop a transaction from occurring:
— Exceeds Budget Tolerance — amount exceeds the available budget.
— No budget exists — Budget has not been established for chartfield combination.

— Date out of bounds — Budget date on the document is outside the effective
budget period.

If a budget error is received, a Budget Transfer may be necessary to move money into the
correct account.

Chart of Accounts

The Chart of Accounts (COA) is the foundation of the accounting system. It provides a unique
numbering system for identifying transactions in UTShare. It consists of the following elements:

Bus Unit Account Fund Dept Cost Centr Function Program PC Bus Unit Project Activity

Q Q Q Q Q Q Q Q Q
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The different elements of the COA are used for budgeting, recording transaction, classification
of transactions and for reporting purposes. The COA tells us where the money came from,
what is the general purpose of the funds, and who is spending it. The COA values are entered in
to “chartfields” in UTShare. The grouping or combination of ChartFields is referred to as a
“chartfield string”.

Understanding the chartfield structure helps you identify valid chartfield combinations for your
transactions. Incorrect chartfield values will result in processing delays and inaccurate data. A
chartfield string can be viewed from the SpeedTypes page in UTShare. The SpeedType
(SpeedChart) is identified by the 6-digit Cost Center or 10-digit Project number in the chartfield
string. A SpeedType (similar to a SpeedChart) is a combination of ChartField values used to
quickly populate data into chartfields.

SpeedTypes

1. Tofind an existing SpeedType, begin by navigating to NavBar > Menu > Financials > Set
Up Financials /Supply Chain > Common
Definitions > Design ChartFields > Define SpeedTypes

Values > Speed TypeS Enter any information you have and click Search. Leave fields blank for a list of all values
2. The SpeedTypes search page is displayed. Find an Existing Value
The SetID defaUItS With ”UTARL”. Leave Search Criteria
the default value.
*SetiD| = w UTARL Q
3. Enter the Cost Center or Project number SpeedType Key| begins with_v | 310062
in the SpeedType Key field. - 2
Primary Permission List| begins with Q
4. Select Universal (All Users) from the Type “Type of SpeedType[= v Universal (All Users) v
of SpeedType drop-down menu. Case sensitve
5. Click SearCh' Search Clear | Basic Search &P Save Search Criteria

The SpeedType page displays the chartfield values required for processing or viewing
transactions in UTShare.

e The chartfield values for a Cost Center include: Business Unit (UTARL), Fund,
Department, Cost Center, and Function.

e The chartfield values for a Project include: Business Unit (UTARL), Fund, Department,
Function, PC Bus Unit, Project, and Activity.

Last Revision: 9/21/2021 Page 3
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SpeedType

SetlD UTARL i} Publish Data
SpeedType Key 310062

Type of SpeedType Universal (All Users)

Description HONORS INSTRUCTIONAL AND ADVIS

Account

Fund Code 3105 DES Designated Tuition

Department 510006 Honars College Dean

Cost Center 310062 HONORS INSTRUCTIOMAL AND ADVIS
Function 100 Instruction

Program Code
PC Business Unit
Project

Activity

Affiliate

Fund Affiliate
Currency Code

Statistics Code

Save |[@h Returnto Search ||[=] Mofify | |23 Refresh

SpeedTypes are used on Journals.

Lines Personalize | Find | &2 | [
Select Line =Unit SpecdType Account Fund Dept Cost Center Function Program PC Bus Unit Projec
(] 1 UTARL Q. 10172 Q | 3105 |Q 320105 |G, R10172  |Q (700 Q G, a,
>
SpeedCharts are used on Expense Reports, Requisitions, and Vouchers.
Accounting Lines
*Distribute By Qty il SpeedChart 210172 Q, “Liguidate By
Accounting Lines Personalize | Find | View All | | B First ‘4 10f1 '»/ Last
Chartfields1 Chartfields2 | Details || Details2 || AssetInformation || Assetlnformation 2 || Budget Information
Account Fund Dept Cost Center Function Program PC Bus Unit Project Activity Affiliate Fund Affiliate
63103 Q, |3105|Q |320105 |G, [310172 |Q 700 Q, Q Q Q Q Q Q [+ =
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Commitment Control

The commitment control module in UTShare houses all the budget activity for cost center and
projects.

The module allows you to:

e View budget activity associated with a Project or Non-Project chartfield string (e.g.
original budget, available balance, etc.).

e View Transaction Details that make-up Expense and Revenue totals.

e Review the status of future commitments, including Pre-encumbrances (Requisitions)
and Encumbrances (Purchase Orders, Travel, Salary).

e View budget activity for a specific accounting period or year-to-date.
The Two Components in Commitment Control used to view budget activity:
— Budget Details
— Budget Overview

When viewing budget activity in UTShare there are two elements that you should be familiar
with:

— Ledgers
— Budget Accounts

Budget Details

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Cost Center Function Project Budget Period
UTARL OPE_CHILD1 B4000 2100 315205 200235 800 2021
Display Chart o_ Previous Next Return to Inquiry Criteria

Ledger Amounts

, Max Rows 100

. G )
Budget: 0.00 USD - | Attributes
Expense: 7.200.00 USD & <5 Parent / Children

Associated Budgets
Encumbrance: 4,000.00 USD ¢ <
Pre-Encumbrance:; 1,600.00 USD & <
Associate Revenue 0.00 usD

Available Budget

Without Tolerance 12,80000F  USD Percent (0%) 5 Forecasts
With Tolerance -12,800.00 & usD Percent (0%) &

Budget Exceptions
Exception Errors 0 Exception Warnings 0 Budget Exceptions

oM Return to Search =] Notify
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Budget Overview

Inquiry Results

Business Unit UTARL
Ledger Group QPE_CHILD1
Type of Calendar Detail Budget Period
Amounts in Base Currency USD

Revenue Associated:

Return to Criteria Max Rows 100 Display Options

Ledger Totals (1 Rows)

Budget 100,000 00 Net Transfers 0.00
Expense 0.00
Encumbrance 0.00
Pre-Encumbrance 0.00
Budget Balance 100,000.00
Associate Revenue 0.00
Available Budget 100,000.00
Budget Overview Results Personalize | Find | View All | (2 | L?ﬁ‘ First (4) 10f1 (» Last
Details Budget_r;[ll'Jaen;act\on Ledger Group Account Account Description  Fund E‘é:grﬁ;i‘:}; Dept B:E:;it;lﬁ:ﬁ}? Function
= = p Maintenance & . DES Accel Online ’ Business
1 |_—|‘§| ), OFE_CHILD1 E4000 Operations 3107 Tuifion 320104 Services 997
>
Return to Criteria *Notes

A Ledger is used to track various types of transactions posted in Commitment Control for a
specific Business Unit. The Ledger organizes data by the different funding sources (operating,
sponsored or capital) and account structure (parent or child).

Cost Center Ledgers

e OPE - The Operations Expense ledger displays the overall balance and budget activity for
a Cost Center at the parent level

e OPE_CHILD1 —The Operations Expense Child ledger displays budget activity for a cost
center at the B level.

e OPR - Displays Operating Revenue for a Cost Center
Grant Ledgers (Sponsored Projects)
e GRT_PARENT - Displays overall balance and budget activity for a Sponsored Project
e GRT_CHILD1 — Displays budget activity for a single budget account (e.g. G4010)
Plant Fund Ledgers (Capital Project)
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e PLANT_PRNT - Displays overall balance and budget activity for a Capital Project
e PLANT — Displays budget activity for a single budget account (e.g. P7000)

Note: The DETAIL ledger is used to view General Ledger Account information (e.g. 63003 =
office supplies) for Cost Centers, Sponsored Projects and Capital Projects.

Budget Accounts

Budget Accounts specify the purpose of funds. They are used to record budget information to
various categories.

UTSHARE BUDGET ACCOUNTS

Cost Center Budget Accounts Projects Budget Accounts

B1000 A&P Salaries G4010 Salaries

B1100 Classified Salaries G4020 Fringe Benefits
B1200 Wages G4040 Equip Fabrication
B1210 Student Wages G4050 Equipment Capital
B2000 Faculty Salaries G4070 Consultants
B2100 Teaching Assistant Salaries G4082 STEM Tuition
B3000 Staff Benefits G4090 Other Direct Costs
B4000 M&O G4100 Rentals & Leases
B4100 Travel G4105 Rental Equipment
B4200 Utilities G4110 Travel - Domestic
B4300 Scholarships & Fellowships G4120 Travel - Foreign
B4400 Capital G4130 Participant Expenses
B6000 Debt Service G4140 Scholar & Fellow
B7000 Expense Transfers G4150 Tuition & Fees
B7100 State Agency Transfer Out

B7200 Non-Mandatory Transfer Out

B7300 Intrafund Transfer Out

B9000 Revenue

Last Revision: 9/21/2021 Page 7



Budget Details

The Budget Details page is used to view financial activity for a single budget account (e.g.

B4000, G4010).

Managing Department Funds

1. Toview Budget Details, begin by navigating to: NavBar > Menu > Financials >
Commitment Control > Review Budget Activities > Budget Details

2. From the Budget Details search page:

a.

C.

Enter or lookup a Ledger
group:

Verify the Business Unit is
defaulting with “UTARL”.

i. Toview the overall

balance for a Project,

select ledger
“GRT_PARENT” for a Sponsored Project or select “PLANT_PRNT” for a
Capital Project.

Budget Details

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

Find an Existing Value

Search Criteria

*Business Unit= v |[UTARL Q
*Ledger Group[= v |[OPE_CHILD1 Q

Search

Clear

= )
Basic Search & Save Search Criteria

ii. Toview budget activity for a single budget account, select ledger
“GRT_CHILD1” for a Sponsored Project or select “PLANT” for a Capital
Project.

iii. Toview budget activity for a Cost Center, select ledger “OPE”
“OPE_CHILD1” or “OPR”.

iv. Toview budget activity for a specific GL Account, select ledger “DETAIL”.

Click Search.

3. Depending on the Ledger group selected, the appropriate ChartFields will be available
to search by.

4. If multiple results are available matching your input criteria, they will be displayed
below. Click View Details on the account you would like to view.

Budget Detail Overview
Budget Inquiry Criteria
Select Budget Detail

Business Unit Ledger Group

UTARL OPE_CHILD1
Budget Details

Business Unit Ledger Group

1 UTARL OPE_CHILD1
2 UTARL OPE_CHILD1
[t Return to Search [=] Motify

Account

Account

B4000

B4000

aQ

Fund Code

Department

@, [320000

Fund Code Department

3140

3140

320000

320000

aQ

Function Project

aQ

Function Project

700

100

Cost Center

Q

Search

Budget Period

Q2022 Q

Personalize | Find | View Al | (3 | E
Cost Center Budget Perioda
310083 2022

310086 2022

First (4) 1-20f2 (p) Last

View Details

View Details

View Details

Last Revision: 9/21/2021
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5. The Commitment Control Budget Details page is displayed. This page provides a
summary of budget information for a specific Cost Center or Project. The header
section contains the ledger group, budget account, and the chartfield values that you
are currently viewing. Balances are updated as soon as transactions receive a “Valid”
budget check.

6. The Ledger Amounts section contains:
a. Total amount budgeted for the Cost Center or Project

b. Total Expenses charged against the budget (e.g. AP Vouchers, Expense Reports,
Journals)

c. Total Encumbrances charged against the budget (e.g. Purchase Orders and Travel
Authorizations)

d. Total Pre-Encumbrances charged against the budget (e.g. Requisitions) The
Budget Details page allows you to view one ledger at a time (e.g. OPE, OPR,
Grant Parent
or Grant Child).

7. The Available Budget section indicates the total dollar amount remaining in the budget.
This amount is determined by the total of the Budget less Expenses, Encumbrances, and
Pre-Encumbrances.

8. Toview additional details for the Ledger Amounts, click the associated link or icon.

Note: Before navigating to activity/ledger it is recommended to update the Max Rows field to
999 to ensure all activity can be viewed.

a. The Drill to Ledger (green icon) % displays budget period information by
Accounting Period. It will also provide the transaction amount for each period.

b. The Activity Log (gold icon) < displays transaction details.

c. The Parent/Children link displays budget account information. If viewing
information at the Parent level, this section provides all child budget accounts
established for the Cost Center or Project and the available budget for each
account.

Last Revision: 9/21/2021 Page 9
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Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Cost Center Function Project Budget Period
UTARL OPE A4000 2100 123456 654321 300 2022
Display Chart i Previous Next Return to Inquiry Criteria

Ledger Amounts

Budget: 14,768.00 USD e ‘\-l Max Rows 10
Hdget: T = Attributes
Expense: 0.00 USD & < Parent / Children
Associated Budgels
Encumbran¢ Parent & Children Budgets / ;
Pre-Encumb Help
Parent Budget Child Budget Amounts in Base Currency USD

Children Personalize | Find | View All | (2] | E@ First (4’ 1-20f2 (b Last
Available B Budget Chartfields Budget Amounts | [F=2H)

Ledger Group Account Fund Dept Cost Center Function Project Budget Period
1 OPE_CHILD1 B4000 2100 123458 654321 300 2022
Budget Ex¢ ) be cHiLDs B4100 2100 123456 654321 300 2022

Parent: None

[@h Return to

OK

View Transaction Activity and Source Documents

After drilling into an activity log, or a ledger and selecting an accounting period, you will be
presented with all transactions that make up the associated budget, expense, encumbrance, or
pre-encumbrance amount.

Ledger — Click the Amounts tab to see the Accounting Periods. Select the accounting period you
would like to view by clicking the magnifying glass icon . on the left.

Ledger
Help
Business Unit UTARL Ledger OPE_CH_EXP
Budget Details ] Personalize | Find | £ | G First (4' 1-20f2 (b Last
Budget Chanﬁe\del Amounts | ||[F5°H
. Accounting Base Base Transaction Process
Account Fiscal Year Patiod Amatint]| Cutrency Amotint Currency Last Update DateTime [RSTANCS
@ B4000 2021 10 | 3200.00 USD 3200.00 USD 06/28/2021 2:28:23PM 8839557
@ B4000 2021 1 4000.00 USD 4000.00 USD 07/01/2021 5:55:15PM 8842368
OK

Last Revision: 9/21/2021 Page 10



Managing Department Funds

Activity Log — All transactions will be displayed for the budget period.

Activity Log

Ledger OPE_CH_EXP

Activity Log
Di t
E‘rzg L:;:Ten Document ID~ :;;1? Account
R ‘_'0 1 Voucher ID: 00223846 N B4000
';{ % 2 Voucher ID 00223856 N B4000
& '.’o 1 Voucher ID: 00223856 N B4000
1{ o 1 Voucher ID: 00223857 N B4000

Help

Personalize | Find | View All | {2 | L:-‘ First (4 1-40of4 » Last
Fund Dept Cost Center Function Project Budget Period
2100 315205 200235 800 2021
2100 315205 200235 800 2021
2100 315205 200235 800 2021
2100 315205 200235 800 2021

Transaction Activity - The title bar displays the transaction lines available to view. To view
additional information, use the scrollbars. The Drill to Activity Log (two footprints) is used to
view the Commitment Control Activity Log page. This page is used to view the Budget Account
(e.g. A4000) and General Ledger Account (e.g. 63141) that was applied to the transaction

line. Also, you can view the status and any budget exceptions for the transaction line (e.g.

Warnings or Errors).

View Source Document - from the
Activity Log click the Magnifying Glass
icon. The Line Drill Down page is
displayed. To view the source document,
click the View Related Links icon, the
select Go to Source Entry.

Payables Voucher Line Drill Down

Transaction Line Identifiers

Business Unit UTARL
Voucher Line 1

Additional Source Information
Invoice Number 55670

Supplier ID 00000

Transaction Line Details

Fund

Account Code

Departmen

G3003 3

=

5 320105

Line Status Valid
Budget Date 01/04/2019
Line Amount .99

Quantity 1.0000

QK

Voucher ID 0015720

Distribution Line 1 /

Flease select one of the following links:

Go to Source Inquiry

Cancel

uso

Last Revision: 9/21/2021
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Budget Overview

The Budget Overview page is used to view budget activity (expense and/or revenue) for a single
or multiple budget accounts. Budget, expense, and revenue data is maintained and updated as
soon as transactions are “valid” budget checked.

Create a Budget Overview Inquiry

The first time the Budget Overview page is used, a budget inquiry (similar to a run control)
must be created to view budget activity. Once the inquiry name is created and saved, it can be
re-used at a later time. Multiple budget inquirires can be created such as:

Viewing information for a specific type of account, e.g. Cost Center, Grant, Plant
Fund.

View information by Accounting Period, i.e. Month.
Viewing information by General Ledge Account, i.e. 63003 = Office Supplies

Creating a single budget inquiry and change the parameters each time the inquiry is
used.

Note: Once a budget inquiry is created, you can access the Budgets Overview

Inquiry name from the Find an Existing Value tab.

1.

Begin by navigating to: NavBar > Menu > Financials >

Find an Existing Value Add a New Value

Commitment Control > Review Budget Activities >

| iry N
Budget Overview raury Name|
Click the Add a New Value tab. =
In the Inquiry Name field, enter a name for your inquiry,
e.g. Cost Center, Grant, General Ledge Account, etc., and
C“Ck Add Find an Existing Value | Add a New Value

The Budget Overview Budget Inquiry Criteria page is displayed.

Complete the required fields.

a.
b.

C.

Provide a brief description for the inquiry in the Description field.
The Business Unit field defaults with the appropriate value “UTARL”.
If necessary, select Ledger Group or Ledger Inquiry Set from the drop-down menu.

e Ledger Group is used to view a single ledger, e.g. OPE_CHILD1, OPR,
GRT_CHILD1, PLANT, or DETAIL.

e Ledger Inquiry Set is used to view a combined ledger. This option is only
available for Cost Centers.

Depending on your choice in step 5¢, enter or look up the desired Ledger Group or
Ledger Inquiry Set.
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Use Ledger Group OPE_CHILD1 (Operations Expense) to view budget activity
for a Cost Center.

Use Ledger Group OPR (Operations Revenue) to view budget activity for a
Cost Center.

Use Ledger Inquiry Set OPE_OPR to view a combined ledger for a Cost Center
at the parent (A) level

Use Ledger Inquiry Set OPE_CH_OPR to view a combined ledger for a Cost
Center at the B level.

Use Ledger Group PLANT to view budget activity for a Capital Project (Plant
Fund)

Use Ledger Group GRT_CHILD1 to view budget activity for a Sponsored
Project (Grant).

Use Ledger Group DETAIL to view General ledge Account information, i.e.
63003 = Office Supplies, for a Cost Center, Sponsored Project, or Capital
Project

Inquiry OPE_CH_OPR Description | Op Exp and Rev for B Accts o
Search Clear Reset
Budget Type
*Business Unit | UTARL |Q Ledger Group/set| Ledger Inquiry Set v Ledger Inquiry Set|OPE_CH_OPR [Q

O view stat code Budgets

Note: The OPE_OPR ledger inquiry set shows only A (parent) accounts. To see budget
information at the B level, please use the OPE_CH_OPR ledger inquiry set.

6. Click the Save button to save your budget inquiry for future use.

Generate a Budget Overview

The Budget Overview search page is used to search for an existing budget inquiry (Find an
Existing Value) or to create a new budget inquiry (Add a New Value).

1. Togenerate a Budget Overview, begin by navigating to: NavBar > Menu > Financials >
Commitment Control > Review Budget Activities > Budget Overview

2. The Budget Overview search page is displayed. A search can be by using an existing
budget inquiry (Find an Existing Value) or by creating a new budget inquiry.

Note: To create a new budget inquiry, refer to page 12.

3. Ifyou already have inquiries created, you have two options.

Last Revision: 9/21/2021 Page 13



Managing Department Funds

a. Enter the existing Inquiry Name and click Search.
b. Leave the Inquiry Name field blank and click Search.
e If you have created only one inquiry, the Budget Overview page will display.

e If you have multiple inquiries, a Search Results table will display, and you
must select the appropriate inquiry to use.

4. The Budget Overview page is displayed with the values defined at the creation of the
inquiry or that was last saved.

5. Toview budget activity:
a. Ensurethe appropriate Ledger Group/Ledger Inquiry Set is selected:

e OPE_CHILD1 (Operations Expense) is used to view budget activity for a Cost
Center.

e OPR (Operations Revenue) is used to view budget activity for a Cost Center.

e OPE_OPRis usedtoview a combined ledger for a Cost Center at the Parent
(A) level.

e OPE_CH_OPR ledger inquiry set is used to view a combined ledger for a Cost
Center at the B level.

e PLANT is used to view budget activity for a Capital Project (Plant Fund).
e GRT_CHILD1 is used to view budget activity for a Sponsored Project (Grant).

e DETAIL s used to view General Ledger Account Information, i.e. 63003 =
Office Supplies, for a Cost Center, Sponsored Project, or Capital Project.

Note: Do not use the GRANT_PARENT ledger when using the Budget Overview page.
b. Select the approproate Type of Calendar:

e Detail Budget Period is used to view fiscal year-to-date information, i.e.
September 1 — August 31.

e Detail Accocounting Period is used to view information for a specific month or
date range.

c. Enter the Budget Period and/or Accounting Period you want to view.

Note: When viewing budget activity for a Sponsored or Capital Project with calendar year
“Detail Budget Period”, leave the Budget Period “From” and “To” fields blanks. If you want to
view Project Information by Budget Period, use “Detail Account Period” calendar.

d. The Include Adjustment Period field defaults with a check mark. If you do not
want to incude 998 — Year-end Entries, remove the check mark.

e. Enter the appropriate Cost Center or Project Number in the ChartField Criteria
section.
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Note: If aspects of the chartfields are unknown, e.g. Account, Fund, Function, etc., do not
remove the wildcard (%) symbol. The percent sign (%) should only be removed from the fields
used to perform the search. The purpose of the percent sign is to find all values for any
unknown field.
e [tisrecommended you complete at least one of the field, e.g. Cost Center,
Project, Dept, and/or Account, etc., on which to base your inquiry results.
f. Click the Search button to run the inquiry.

Budget Inquiry Criteria
Budget Overview
Inquiry OPW_CH_OPR Description | Op Exp and Rev for B Accts @
Search Clear Reset
Budget Type
*Business Unit| UTARL |Q Ledger Group/Set| Ledger Inquiry Set v Ledger Inquiry Set| OPE_CH_OFR |Q
[ view Stat Code Budgets
TimeSpan
“Type of Calendar | Detail Budget Period v
Budget Criteria Personalize | Find | View All | (21| [E3 First (4 1-20f2 (b Last
. = Include Adjustment Include Closing
Select Ledger Group Calendar ID From Budget Period To Budget Period Period(s) Adjustments
OPE_CHILD1 BY 2022 Q, [2022 Q O
OFR BY 2022 Q, [2022 Q (]
ChartField Criteria Budget Status
ChartField ChartField From Value ChartField To Info ChartField Value Set Update/Add Open
Closed
Account % % i) Update/Add
Hold
Dept % Q% &} 0 Q) Update/Add
Fund % Q% &} i) Q) Update/Add
Function % Q% &} i) Q) Update/Add
Cost Centr 123456 Q% Q (i ] Q) Update/Add
Project % Q % aQ @ @, Update/Add
[§] save ||[=] Mofify | i Refresh Ek Add 4 Update/Display

View a Budget Overview

1. The Inquiry Results page is displayed with the information defined in your search
criteria. Results include the Available Budget, the Accounts, and the associated details
of the budget.

a. The Max Rows field defaults to 100. This field determines the maximum number
of lines that display in the Budget Overview Results table as well as the
transaction Activity Log page. If needed, you can indicate the number of rows
that you want to view by increasing or decreasing the Max Row field.
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Note: This change applies to your current session only.

b. The left side of the Ledger Totals section provides a budget activity summary.

The Budget field displays the total amount budgeted for the Cost Cent or
Project.

The Expense field indicates the total expenses charged against the budget,
e.g. AP Vouchers, Expense Reports, and Journals.

The Encumbrance field indicates the total encumbrances charged against the
budget, e.g. Purchase Orders and Travel Authorizations.

The Pre-Encumbrance field indicates the total pre-encumbrances against
against the budget, i.e. Requisitions.

The Available Budget indicates the total dollar amount remaining for the
budget. This amount is determined by the total of the Budget less Expenses,
Encumbrances, and Pre-encumbrances.

Note: Associate Revenue will display on the OPE Ledger or the OPE_OPR Ledger inquiry set only.

c. Theright side of the Ledger Totals section displays revenue information (if
applicable).

The Revenue Estimate indicates the total estimated revenue to be received.
The Recognized Revenue indicates the total revenue actually collected.

The Available Budget displays the available revenue. This amount is
determined by the Revenue Estimate less the Recognized Revenue.

The Collected Revenue is the total revenue that has been collected.

The Uncollected Revenue is the total uncollected revenue. This amount is
determined by the total Recognized Revenue less the Collected Revenue.
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Inquiry Results
Business Unit UTARL
Type of Calendar Detail Budget Period
Amounts in Base Currency USD
Revenue Associated:
Return to Criteria Max Rows 100 Display Options
Ledger Totals (6 Rows)
Budget 3,196,256.53 Revenue Estimate 50,733.00
Expense 1,988,983.96 Recognized Revenue 50,733.00
Encumbrance 743,802.44 Available Budget 0.00
Pre-Encumbrance 8,287.16 Collected Revenue 0.00
Uncollected Revenue (Rec- 50,733.00
Budget Balance 455,182.97
Coll)
Associate Revenue 0.00
Available Budget 455,182.97
Budget Overview Results Personalize | Find | View All | (1] [5d First 4 1-80f6 (» Last
Budget Transaction Account Fund Code
Details Types Ledger Group Account Description Fund Description Dept Department Description Function
= = E&G General Facilities Mgmt_Buildin,
1 B B OPE_CHILDT  B1100 Classified Salaries 2100 315205 ol ¢ 00
Funds Maint
= = E&G General Facilities Mgmt_Building
2 By E* OPE_CHILD1  B1200 Wages 2100 Funds 315205 Maint 800
=h B Payroll Related E&G General [ Facilities Mgmt_Building
3 B Q OPE_CHILD1  B3000 Conts 2100 oo 315205 Maint 800
=h = Operating E&G General e Facilities Mgmt_Building
4 B B OPE_CHILD1  B4000 S 2100 oo E10200 Maint 800

2. The Budget Overview Results grid displays:

a. The horizontal scroll bar at the bottom of grid is used to scroll and view
additional balances.

b. The data of the Budget Overview Results table can be downloaded to
Microsoft Excel by clicking the Download icon.

c. Starting from the left side of the grid,

e The Show Budget Details icon is used to view the Budget Details

page. This section displays budget information for a specific ledger, |:_-=:
i.e. OPE_CHILD1, GRT_CHILD1, and budget account, i.e. G1200, L=
G4010.

Note: Thisicon is not available when viewing information by Calendar Type “Detail Accounting
Period”.

e The Show Budget Transaction Types icon is used to access the Budget

Transaction Types page. This page dipslay the amount of the original E‘x
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budget and any amount rolled over from the previous fiscal year (if

applicable).
Budget Overview Results Personalize | Find | View All | (2 | First (4 14 0of4 () Last
Details Budget_rlll'fer;saction Ledger Group Account Account Description Fund E:Zgrﬁ)giien Dept Department Description Cost Cf
1 B ﬁ:‘)‘ OPE_CHILD1 B1100 Classified Salaries 2100 E&G General 315205 Facilities Mgmt_Building
Funds Maint
= = ’ 11 E&G General s Facilities Mgmt_Building
2 B 2, OPE_CHILD1 B1200 Wages 2100 Era 315205 Maint
=h B ; . e E&G General P Facilities Mgmt_EBuilding
3 B 2, OPE_CHILD1 B3000 Staff Benefits 2100 Funds 315205 Maint

d. AlLedger Group is related to a different source of funds.

e OPE_CHILD1 (Operations Expense) is used to view budget activity for a Cost
Center.

e OPR (Operations Revenue) is used to view budget activity for a Cost Center.

e OPE_OPRis used toview a combined ledger for a Cost Center at the Parent
(A) level.

e OPE_CH_OPR ledger inquiry set is used to view a combined ledger for a Cost
Center at the B level.

e GRT_PARENT (Grants Parent) is used to view budget activity for a Sponsored
Project (Grant).

e GRT_CHILD1 (Grants Child) is used to view budget activity for a Sponsored
Project (Grant).

e PLANT s used to view budget activity for a Capital Project (Plant Fund).

e DETAIL s used to view General Ledger Account Information, i.e. 63003 =
Office Supplies, for a Cost Center, Sponsored Project, or Capital Project.

e. The Budget Account describes the purpose of the funds, e.g. A1200 (Wages),
A4000 (Operating Expenses), G4010 (Salaries), G4110 (Travel — Domestic), etc.

f. The ChartField values indicate the funding source for the Ledger Group.
e Cost Center = Fund, Dept, Cost Center, Function

e Sponsored Project (Grants) = Fund, Dept, Function, PC Business Unti, Project,
Activity

3. The Budget Period represents the period when the budget activity was processed.

4. You can view specific details for the dollar amounts in the Budget Overview Results
table. Use the horizontal scrollbar to scroll right and click on the appropriate monetary

Last Revision: 9/21/2021 Page 18



Managing Department Funds

link. The reaminng balnace for each Budget Accoount is displayed at the right end of
each line.

5. You have the ability to drill-down into a budget line to view additional information
6. The Show Budget Details icon allows viewing of the Budget Details page. .
e The Budget field displays the total amount budgeted.

e The Expense field displays the total expenses charged against the budget,
e.g. AP Vouchers, Expense Reports, and Journals.

e The Encumbrance field displays the total encucmbrances charged against the
budget, e.g. Purchase Orders, Travel Authorizations, and Salaries.

e The Pre-encumbrance field displays the total pre-encumbrance chargef
against the budget, i.e. Requisitions.

e The Available Budget section indicates the total dollar amount remaining for
the budget. This amount is determined by the total of the Budget less
Expenses, Encumbrances, and Pre-encumbrances.

Budget Details

Display Chart Li]
Ledger Amounts
Max Rows 100
= 64,500 5 ko .
Budget: 4,500.00 USD Attributes
Expense: £8,853.20 USD & Farent / Children
Assooiated Budgets
Encumbrance: 82,500.00 USD L
Pre-Encumbrance: 0.00 USD bt
Associate Revenue 0.00 UsD
Available Budget
Without Tolerance $6,853.20F  usD Percent (134.68%) [ | Forecasts
With Telerance -£6,853.20 &l uUshD Percent (-134.66%) 5

Budget Exceptions

Exception Errors a Exception Warnings 20 Budget Exceptions

Ok

a. View specific details for each Ledger Amounts, by clicking the appropriate icon.

e The Drill to Ledger icon (open green book) displays ledger

e
details by accounting period (month).

e The Activity Log icon (closed gold book) displays transcation

details for the ledger. =

e The Parent/Children link displays budget account information. If viewing
information at the Parent level, this section provides all child budget
accounts established for the Cost Center or Project and the available budget
for each account.
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Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Cost Center Function Project Budget Period
UTARL OPE A4000 2100 123456 654321 300 2022
Display Chart (i ] Previous Next Return to Inquiry Criteria

Ledger Amounts

Budget: 14,768.00 USD & <l Wax Rows
e T : ~ Attributes
Parent / Children

Associated Budgets

Expense: 0.00 USD & <

Encumbran¢ Parent & Children Budgets

Pre-Encumk Help

Parent Budget Child Budget Amounts in Base Currency USD
Children Personalize | Find | View All | {2 | L:d First (4 1-20f2 (} Last
Available § | Budget Chartfields Budget Amounts | [F==h

Ledger Group Account Fund Dept Cost Center Function Project Budget Period
1 OPE_CHILD1 B4000 2100 123456 654321 300 2022
Budget Ex{ 5 ope_cHiLDY B4100 2100 123456 654321 300 2022

Parent: None

[ah Return to

OK

7. Click the Show Budget Transaction Types icon to view the amount of the
original budget, the total adjustment amount, and the adjustment and i
original transfer amounts. This section also provides the budget closing
amount and any amount rolled over from the previous fiscal year.

8. For information on viewing Transaction Lines, refer to “View Transaction Activity and
Source Documents” on page 10 of this document.

Delete a Budget Inquiry

1. Begin by navigating to: NavBar > Menu >Financials > Commitment Control > Review
Budget Activities > Budget Overview

2. The Budgets Overview page is displayed, and you have two options.
a. Enter the Inquiry Name you want to delete and click Search.

b. Leave the Inquiry Name field blank and click Search.

e Ifyou have created only one inquiry, the Budget Overview page will display.

e If you have multiple inquiries, a Search Results table will display, and you
must select the appropriate inquiry to use.

3. Select the inquiry you want to delete.

100
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4. Onthe Budget Overview page, click the Delete icon (trash can). -

5. Toverify the inquiry was deleted successfully, click the Search button
again.

Grants Management

The Grants module in UTShare is used to manage the full life cycle of research administration,
including proposal generation, transitioning proposals into awards, tracking award and project
information. A Grant consists of two main parts, an Award and a Project.

The Award represents the funding from the sponsor and includes details such as the start and
end dates, name of the PI, sponsor, and terms and conditions.

The Project describes the way in which the funds are spent. It is used to track the financial part
of the Award and is where the transactions occur.

An Award can have multiple Projects. Each Project has its own budget.
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Award Profile
NavBar > Menu > Financials > Grants > Awards > Award Profile

Award || Funding | Resources || Certifications || Terms || Miestones || Key Words || Funding Inquiry
Award ID 2019-049
Reference Award Number |18-6725C5-UTA Federal Award Identification Number
Title [ntensive Field Surveys to Inform the Conservation of th
Long Description |Intensive Field Surveys to Inform the Conservation of the Rio Grande [0
cooter Pseudemys gorzugi
s
161 characters remaining
Award PI Franklin, Carl J 2 Reporting Role
Sponsor The University of Texas Rio Grande Valle
Post Award Administrator Q Award Profile
Provides basic information about the award.
Purpose RSCHE Q
Award Tab
Status | Accepted v )
Award T Grant The Award page contains:
v
ward Type | Gran | * The Title of the Award.
* The Sponsor of the Award
Proposal ID [2019-049 Q * The Principal investigator (PI)
+ Status of the award
Version 1D V101 Q * Award start and end date
Start Date D9/07/2018 i * All the Projects associated with the award
End Date [01/31/2020 E Funding Tab
The Funding page contains:
View Confract View Proposal Additional Infermation * Total Award Amount
* Each Project associated with the Award
Primary Project Pl Franklin,Carl J * Start and End Date for each Project
Associated Project * Amount budgeted for each Project
PC Business Unit Project Description Resources Tab
The Resource page contains:
UTASP 1264900750 Intensive Field Surveys to Inf * Sub-recipient information. A Sub-recipient
GoT is an organization that has been allocated
o To: i ; B
Sponsor Frotocols Altributes Department Credit a portion of the work to be performed on
the Project. This page provides the name
of the organization.
Save ||[c* Returnto Search || Previousin List | |45 MextinList ||[Z] Motify || i Refresh
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Project
NavBar > Menu > Financials > Grants > Awards > Project

I General Information Project Department I Project Costing Definition Location Phases Approval Justification User Fields Rates D

Project 1264900750 Add to My Projects
*Description |ntensive Field Surveys to Inf [ program Processing Status Active
. Project Status: GM - Approved
“Integration PC_INT Q UTA Projects Integration
Project Type e}
Percent Complete 0.00; As Of
ProjectHealth v As Of Contract Number: 2019-049@
Project Schedule (7
*Start Date 02/07/2018  |[{ “End Date 01/31/2020 |[&{ Additional Dates
Description .
Project
Date/Time St 1172718 9:37:30AM User ID . P . .
peserpton: *"| Provides basic information about the Project.
Intensive Field Surveys to Inform the Conservation of th General Information Tab
@ * Processing Status
Je8 characters remaining * Project Start and End Date
Long Description:
Intensive Field Surveys to Inform the Conservation of the Rio Grande cooter Pseudemys ¢ Project Depa rtment Tab
* Displays the primary department that is
Save as Template Copy Project responSible for the projeCt
Manager Tab
My Projects Project Valuation Frojg . Project Dates
Elsave || RemrntoSearcn |[73 Refresh * Principal Investigator information

Project Budget Accounts
NavBar > Menu > Financials > Grants > Awards > Project Budgets

Budget Detail

Budget Account specifies the purpose of the funds (e.g. G4010 —
[BRetum o Serch | AR (4 Nor Salaries).

* Adescription of each Budget Account.

* The budget established for each Budget Account.

Project 1264900750 Intensive Field Surveys to Inf
Final
Budget Period 1 Begin Date 09/07/2018 End Date 09/06/2019 Mot Process Manitor
Project Budget Summary
Cost Share Direct $0.00 Currency USD Total Budget $29,480.00
Sponsor Budget $29,430.00 Security Status None
Budget Amounts for Period Persanalize | Findl\.‘iewA\lI\ @ First ‘&' 150f5 & Last
General || Project Detail || General Ledger Detail || Commitment Control Detail || Grants Detail
Account furd  Department CostCenter  Function frogram  activity Analysis Type  Affiliate Fund Affiliate | Budget ftem Amount |Cumrency
54020 5200 640101 200 1 BUD BENEFITS L4 200.00|usD [#
G4120 5200 640101 200 1 BUD FaAL4 2,680.00[usD #
54090 5200 640101 200 1 BUD OTHER_DIRECT L4 11,000.00|uSD [
G4010 5200 640101 200 . . . .
The Project Budgets page is used to view:
G410 5200 640101 200 : : e :
* All Budget Accounts associated with a specific Project. The
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