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OVERVIEW


A table named GT_ACTBUD has been created in Peoplesoft Financials to store summary GL data that will be fed to the Financials Data Mart.  This data is commonly referred to as ActBud Data.  University Financial Systems (UFS) has created a panel from which People Tools Client users can request and extract this summary data to their desktops.  The data extracted is authorized for each user against the GU Financial User Database security tables and is available as a data resource in addition to the financial data mart and existing PS-client GL reports.

The ActBud table was creating by joining fields from various tables in FMS such as ledger, budget, journal, cost center, account, and fund.  Seven numeric measures are included in the ActBud table summarized by fiscal year and accounting period: Original Approved Budget, Current Approved Budget, Permanent Budget, Budget Spread, Actuals, Encumbrances, and Pre-Encumbrances.   
The ActBud table is updated each night during the GL evening batch cycle after the journal posting processes have finished.  This schedule ensures that the most up-to-date GL information is available from the ActBud extract.  Presently, the ActBud table contains summary data for fiscal years 1999 through the current fiscal year-to-date.

The limitations for use of this data will be determined by the application used for reviewing the data.  The data may be extracted to a Microsoft Excel file; however, the output will be limited to 65,533 rows, the current Excel row limit.  Data at the campus level will require several levels of suppression in order to consolidate the data for the Excel limits.  And by the fiscal year end, the summarized data at the campus level may be too large for Excel.  Another option is to extract the data in text file format.  The output may then be loaded into other database applications such as Microsoft Access, which will accommodate the larger amounts of data.  Smaller areas within a campus and individual departments should be able to use Microsoft Excel without issue unless they prefer another application.

Note: Budget data is not effective dated on the ActBud table.  This means that budget revisions posted against a cost center during the fiscal year in any accounting period will update the budget amounts on the ActBud table for all accounting periods.

OUTPUT

The following data fields are included in the output file generated by the ActBud download.  

	BUSINESS NAME
	COL
	ADV
	DEFINITION

	Fiscal Year
	A
	
	A year representing the organization's twelve-month reporting cycle, which may or may not begin on January 1.  For the University, the fiscal year begins July 1.  Examples: 2000: July 1, 1999 through June 30, 2000 and 2001: July 1, 2000 through June 30, 2001.  



	Acctg Pd
	B
	
	A number to represent each month of the calendar year in order of the organization's fiscal year.  For the University, the fiscal year begins July 1.  Examples: 0 (FY Beginning Balance), 1 (July), 2 (August), 3 (September), 12 (June), and 998 (Adjustment Period).



	Fund_Ctr
	C
	
	A code used to group a cost center with other cost centers based on restrictions and purpose.  Examples: GD-designated current funds, PD-designated plant funds, and GX-operating accounts. 



	Cost _Ctr
	D
	
	A code used to define an academic department, research unit, or administrative office that has programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.   Examples: GX2100000, ES3000013, PR7775673.

	CC_Name
	E
	
	A description used with a cost center code to define an academic department, research unit, or administrative office that has programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.  Examples: Undergraduate admissions office, Village C Renovation, Provost’s office.

	CC_Long
	F
	
	A code and its description that defines academic departments, research units, or administrative offices that have programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.   Examples: GX2100000 Undergraduate Admissions Office, ES3000013 The Edmund L. Jones Mem., and PR7775673 Village C Renovation.



	CC_Stat
	G
	
	A code indicating the current status of a cost center.  Values include A – active and I – inactive.

	Campus
	H
	
	A code indicating the campus to which the cost center reports.

	Bud_Unit
	I
	
	A code indicating a budget unit within a campus to which the cost center reports.

	Bud_Grp
	J
	
	A code and its description indicating the area with responsibility for the budget of a cost center.

	Budget_Mgr
	K
	
	A code indicating the netid of the person with overall budget responsibility for this cost center.

	PYR_Long
	L
	
	A code and its description used to assign cost center management responsibility within the University organizational hierarchy.  Examples: UM00000000 GU: Main Campus, UMAC030100 NS - Biology, LC01000000 Law Center - EVP, and MCAB000000 Basic Science Departments.



	PYR2_Long
	M
	
	A code used to group and summarize activity at the campus/organization level (based on the first two characters in the pyramid code).  Examples: LC - law center, MC - medical center, UF - financial affairs, UM - main campus, UO - OAUR, and US - university services).

	PYR3_Long
	N
	
	A code used to group and summarize activity at a level defined by the campus (based on the first three characters in the pyramid code).  Examples: LC0 - law center, MCA - medical center academics, MCR - medical center research, UMA - main campus academics, UMI - main campus institutes, UMP - main campus support, and UMS - main campus student services.



	PYR4_ Long
	O
	
	A code and its description used to group and summarize activity at a level defined by the campus (based on the first four characters in the pyramid code).  Examples: LC01 - law center EVP, LC02 - law center library, LC03 - law center student organizations, UMAB - main campus school of business, UMAC - main campus college, UMAF - main campus school of foreign service, MCAB - medical center basic science, and MCAC - medical center clinical science.

	PYR4
	P
	
	A code used to group and summarize activity at a level defined by the campus (based on the first four characters in the pyramid code).  Examples: LC01, LC02, UMAC, UMAF, and MCAC.

	PYR4_Name
	Q
	
	A description used with pyr4 code to define a particular administrative level within a campus (based on the first four characters in the pyramid code).  Examples: law center EVP, law center library, main campus college, main campus school of foreign service, and medical center clinical science.

	PYR5_Long
	R
	
	A code used to group and summarize activity at a level defined by the campus (based on the first five characters in the pyramid code).   Examples: MCAC1 – Family Medicine, MCAC2 – neurology, MCAC4 – Otolaryngology.



	PYR6_Long
	S
	
	A code used to group and summarize activity at a level defined by the campus (based on the first six characters in the pyramid code).  Examples: UMAB01 - main campus school of business dean, UMAB02 - main campus school of business undergraduate programs, and UMAB03 - main campus school of business graduate programs.

	PYR6
	T
	
	A code used to group and summarize activity at a level defined by the campus (based on the first six characters in the pyramid code).  Examples:  UMAB01, UMAB02, UMAB03.

	PYR6_Name
	U
	
	A description used with pyr6 code to define a particular administrative level within a campus (based on the first six characters in the pyramid code).  Examples: main campus school of business dean, main campus school of business undergraduate programs, and main campus school of business graduate programs.

	PYR7_Long
	V
	
	A code used to group and summarize activity at a level defined by the campus (based on the first seven characters in the pyramid code).  

	PYR8_Long
	W
	
	A code used to group and summarize activity at a level defined by the campus (based on the first eight characters in the pyramid code.

	PYR8
	X
	
	A code used to group and summarize activity at a level defined by the campus (based on the first eight characters in the pyramid code).  Examples: UMAC0203 – H-Classics, UMAC0204 – H-Art,Music,& Theater, UMAC0205 – H-English.

	PYR8_Name
	Y
	
	A description used with pyr8 code to define a particular administrative level within a campus (based on the first eight characters in the pyramid code).  Examples: main campus school of business dean, main campus school of business undergraduate programs, and main campus school of business graduate programs.

	FP_Campus
	Z
	
	A code and its description used to indicate the campus assigned to a cost center for purposes of the University Financial Plan.  Examples: GU Main Campus, LC Law Center, MC Medical Center, US University Services

	Cost_Grp
	AA
	
	A code and its description used to indicate the cost category assigned to a cost center for purposes of accumulating expenses for  the University’s indirect cost proposal preparation

	IDC_Rate
	AB
	
	The percent of total expenses, less excluded expenses that the University may recover from the sponsor to cover indirect costs incurred on the project such as utility and space costs.  Examples: 56.00 (Federal on-campus rate for FY2001), 26.00 (Federal off-campus rate for FY2001), and 55.20 (Federal on-campus rate for FY2002).

	LOB
	AC
	
	Line of Business (LOB) - A code used to classify activities of a cost center for reporting and management purposes according to the type of business represented.  Examples: EG-education & general, RES-research, OHD-overhead, and OTH-other.

	Acct_ Long
	AD
	
	A code and its description used in journal entries to record and summarize financial transactions into specific types of expenditures, revenues, assets, liabilities, or fund balances.  Examples: 71101 general office supplies, 50101 tuition undergraduate, 01101 Riggs General Cash Fund, 20107 AP Accrued System Checks.



	Account
	AE
	
	A code used in journal entries to record and summarize financial transactions into specific types of expenditures, revenues, assets, liabilities, or fund balances.  Examples: 71101, 50101, 01101.

	Acct_Name
	AF
	
	A description used for an account code to indicate the specific revenue, expense, asset, or liability recorded.  Examples:  general office supplies, tuition undergraduate, AP accrued system checks.

	Acct_Type
	AG
	
	A code to classify an account to its appropriate category on the balance sheet for reporting purposes.  Examples: A-asset, L-liability, E-expense, R-revenue, F-fund balance (equity)



	Acct000_Lg
	AH
	
	A code with its description used to summarize activity at the summary level (second digit of the account code).  Examples: 50xxx - Tuition & Fees, 51xxx - Grants, Contracts, Contrib., 71xxx - Supplies, and 72xxx - Services.

	Acct00_ Lng
	AI
	
	A code with its description used to summarize activity at the sub-summary level (third digit of the account code).  Examples: 501xx - Tuition, 502xx - University Fees, 711xx - Office Supplies, 712xx - Computer Supplies, and 713xx - Animal Care Supplies.


	Fund 
	AJ
	
	A code used to identify an accounting entity established for the purpose of carrying on specific activities or attaining certain objectives in accordance with special regulations, restrictions, or limitations.  Funds might include General Fund, Expendable Restricted Fund, or Designated Fund.  Examples: 10-current fund general, 20-current fund restricted, 30-endowment, 40-loan, and 50-plant.

	Deptid
	AK
	
	A code and its description that defines academic departments, research units, or administrative offices that have programmatic, operational, fiscal and/or budgetary responsibility for specific sets of activities.   OR a code and its description that defines a home dept. for a sponsored grant or contract.  Examples: GX2100000 Undergraduate Admissions Office, ES3000013 The Edmund L. Jones Mem., and PR7775673 Village C Renovation; and 4395 Lombardi Cancer Center and 4225 Pathology.



	Projectid
	AL
	
	A code and its description that defines a sponsored research project.  Examples: RX4395342 5 P30 CA51008-07, RX4395345 Primary Care and Cancer Screen, and RX4225668 Phillip Morris.

	Grouping
	AM
	
	A code and its description that defines a link between two or more cost centers to enable consolidation of activities for reporting purposes.  Example: PP4400033 Metastatic Potential of Colorectal Carcinoma links RX projects together

	Sbcls_Long
	AN
	
	A code and its description used to group related functions directed toward the accomplishment of a set of identifiable objectives, such as recording student tuition for a semester, recording employee regular pay, or tracking project costs.  Examples: 12001 spring 2001, MIGA MIGA Symposium, and PE20 regular.



	Program
	AO
	
	A code and its description used to group transactions related to a specific program.  Not yet in use.



	JrnlSrcLng
	AP
	
	A code and its description used in a journal transaction to indicate the department or feeder system from which the journal originated.  Examples:  GAO general accounting office, SIS student information system, APY accounts payable system, and HRS HR/Payroll system. 

	JrnlRefLng
	AQ
	
	A code and its description used in a journal transaction to indicate the type of entry recorded.  The journal reference code is used in combination with a journal source code.  Examples: WT wire transfer, AC accrual, AL allocation, and NG other. 

	SrcGrpLng
	AR
	
	A code and its description used to link journals initiated by a similar source.  Examples: 0103 – Interface SIS links all journals generated by the SIS system, and  0105 – Interface Gambit links all journals generated by the Gambit development system.

	Data_Src
	AS
	
	A code used to indicate if an amount from the LEDGER is a posting from journals in the GL, an amount eligible to be posted in the ledger, a budget amount, or posting from report purpose only (RPO) entries entered by general accounting.  Examples: B - budget and G - posted in the GL.

	Beg Bal Flg
	AT
	
	A code to indicate if an amount from the LEDGER table is part of the beginning balance for a fiscal year.  Assets, liabilities and special fund cost centers may all have balances that carry forward from one fiscal year to the next.  Examples: B-Amount is part of the fiscal year beginning balance – period 0; A-amount is part of current fiscal year activity – periods 1-12 and 998.

	Ltd Rev Exp
	AU
	
	A yes/no flag used to indicate if the amount for a transaction represents life-to date revenue or expense (accounts 50000 and greater).  Life to date revenue and expense balances are stored in period 0 of the fiscal year.  Y - yes amount is a life-to-date revenue or expense amount.  N - no amount is not life-to-date, amount is fiscal year actuals or FY ledger beginning balance.

	Acct_SFP
	AV
	
	The statement of financial position account code, I.e., does the transaction roll up to asset (0xxxx), liability (2xxxx), or net asset/fund balance (4xxxx) on the statement of financial position.



	Posted Total Amt
	AW
	
	The amount that has been received or expended and posted to the ledger.  



	Encum 
	AX
	
	The amount that has been committed for spending based on a purchase order issued to a vendor for goods or services, or the reversal of a commitment based on the receipt of an invoice requesting payment to the vendor.  



	PreEncum 
	AY
	
	The amount that has been pre-committed for spending based on a requisition submitted to the purchasing dept. requesting the purchase of goods or services, or the reversal of a pre-commitment based on the issuance of a purchase order.  Pre-encumbrance represents intent to purchase goods or services.  

	Project Flg
	AZ
	
	A code to indicate the format of the related cost center.  There are two formats:  operating - report summaries are based on a fiscal year, and project - report summaries are based on the term of the project (PC, PE, PJ, RX) which may span many fiscal years.  Examples: P-project and O - operating.



	IS_RX
	BA
	
	A value to indicate whether the cost center record is for an RX cost center.  Yes – it is an RX, No – nonRX.



	OAB
	BB
	
	Original Approved Budget.  The amount approved by the Board of Directors for the fiscal year that serves as the budget for expected revenues or expenses. 



	CAB
	BC
	
	Current Approved Budget.  The original approved budget plus any budget revisions entered to date during the fiscal year.  



	EYTDB
	BD
	
	Estimated Year-to-Date Budget (Budget Spread).  The portion of current approved budget that is expected to be recognized as actual revenue or expense at this point of the fiscal year.  



	Bud_Var
	BE
	
	Budget Variance.  An amount equal to the estimated year to date budget minus the year to date actuals.  For expenses a positive amount means the actual expenses incurred to date are less than expected at this point in time (favorable).  A negative amount means the actual expenses incurred to date are more than expected as of this date (unfavorable).  This variance is used to determine if spending is on target for the fiscal year and what if any adjustments may be needed to stay on target.

	Remain_Bud
	BF
	
	Remaining Budget.  An amount equal to the current approved budget minus the year to date actual amounts minus open commitment amounts.  For expenses a positive amount means the amount still available for spending during the fiscal year.

	SOA1
	BG
	FS
	A code and its description used to indicate the current Statement of Activities level 1 mapping for this row of data.  Examples: A – Operating Activities and B – Non Operating Activities.

	SOA2
	BH
	FS
	A code and its description used to indicate the current Statement of Activities level 2 mapping for this row of data.  Examples: 1 – Operating Revenues, 2 – Operating Expenses, and 3 – Non Operating Revenues & Exp.

	SOA3
	BI
	FS
	A code and its description used to indicate the current Statement of Activities level 3 mapping for this row of data.

Examples: 1A – Tuition & Fees, net, 1B – Grants & Contracts, 1C – Sales & Services of Auxiliaries, 2A – Salaries & Fringe Benefits, 2B – Supplies & Services, and 3A – Capital Contributions.

	SOA4
	BJ
	FS
	A code and its description used to indicate the current Statement of Activities level 4 mapping for this row of data.  Examples: A01 – Tuition & Fees, A02 – Tuition Discounting/GU Sponsor, A03 – Tuition Discounting/Donor Spon, B01 – Grants & Contracts, B02 – G&C Financial Aid, and B03 – G&C FinAid Program Trf.

	SOA5
	BK
	FS
	A code and its description used to indicate the current Statement of Activities level 5 mapping for this row of data.

Examples: A100 – TUIT Undergraduate, A101 – TUIT Graduate, A102 – TUIT Profession (non Law), A103 – TUIT Summer School, and A104 – TUIT Conferences.

	SOA_NA
	BL
	FS
	A code used to indicate the current Statement of Activities net asset classification for this row of data.  Values include: U – unrestricted net asset, R – temporarily restricted net asset, and P – permanently restricted net asset.  

	FP1
	BM
	FS
	A code and its description used to indicate the current Financial Plan level 1 mapping for this row of data.  Examples: A – Operating Activities, B – Non Operating Activities, and C – Management Activities.

	FP2
	BN
	FS
	A code and its description used to indicate the current Financial Plan level 2 mapping for this row of data.  Examples: 1 – Operating Revenues, 2 – Operating Expenses, 3 – Non Operating Revenues & Exp, and 4 – Mgmt Expenses.

	FP3
	BO
	FS
	A code and its description used to indicate the current Financial Plan level 3 mapping for this row of data.  Examples: FP01 – Tuition & Fees, FP02 – Tuition Discounting, FP03 – Gifts, Alumni & Development, and FP20 – Salaries & Fringe.

	FP4
	BP
	FS
	A code and its description used to indicate the current Financial Plan level 4 mapping for this row of data.  Examples: FP01A – Tuition & Fees, FP02A – Tuition Discounting, FP10A – OTHREV – Sundry, FP10B – OTHREV – Rental Revenues, FP10C – OTHREV - Sale of Communications, and FP10D – OTHREV – conferences non/cr.

	Sponsor
	BQ
	RX
	A code and its description used to indicate the sponsor of the grant or contract.  Examples: SPN0671 – National Cancer Institute, SPN0676 – National Center for Research Resourc, SPN0701 – National Institute on Drug Abuse.

	Sponsor Type
	BR
	RX
	A code and its description used to indicate the type of sponsor.  Examples: FED – Federal Sponsor, NFP – Not for Profit Organization, OGOV – Other Government, and PROF – For Profit Organization.

	Sponsor Level
	BS
	RX
	A code and its description used to indicate a sponsors level.  Examples: ACAD – Academy, ASSO – Association, MD – State of Maryland, PHAR – Pharmaceutical, and SOC – Society.

	Award ID
	BT
	RX
	A code and its description used to establish and identify grant and contract awards.  An award may include multiple projects (RXs).  Examples: AWD2240608 – individual award project and PP2210083 – program project with multiple RX centers.

	Instid
	BU
	RX
	A code used to identify the GU pre-award office responsible for administration of a grant or contract.  Examples: OSP – Main Campus Office of Sponsored Programs and RTDS – Med Center Research & Technology Development Services.

	Purpose
	BV
	RX
	A code and its description used to indicate the grant or contract’s purpose.  Examples: 10 – research, 11 – clinical trials, A10 – environmental health traineeship grt, AMAT – matching grants, CPTA – physician training award, and FED-O – other federal.

	Purpose Type
	BW
	RX
	A code and its description used to group purposes into broader categories.  Examples: 10 – research, 11 – clinical trials, 21 – graduate training, 30 – service, 40 – demonstration, and 50 – other sponsored activity.

	Begin Dt
	BX
	RX
	A date that indicates the first day of the grant or contract award period.

	End Dt
	BY
	RX
	A date that indicates the last day of the grant or contract award period.

	Prj/Grt Stat
	BZ
	RX
	A code and its description used to indicate the status of RX cost center activities.  Examples: A - approved, C – completed, I – in progress, and P – proposed.

	Cash Flow
	CA
	RX
	A code and its description used to indicate the method of payment of the sponsor of the grant or contract.   Examples: 1 – letter of credit, 2 – clinical trials, 3 – deferred payment, 4 – automatic payment, and 5 – billed.

	PI Name
	CB
	RX
	The name of the principal investigator who will oversee the research activities of the grant or contract.

	SAO Person
	CC
	RX
	The name of the individual in the Sponsored Accounting Office responsible for accounting updates on the grant or contract.

	Pre Award Person
	CD
	RX
	The name of the individual in the pre-award office responsible for updates to the grant or contract award.

	DFAS#
	CE
	RX
	Departmental Federal Assistance Financing System (DFAFS).  A number used by HHS to identify awards by grant award number.

	Ref Awd Nbr
	CF
	RX
	The award number assigned by the sponsoring agency.


*ADV – this column is used to note advanced download data fields.  ‘FS’ indicates fields with financial statement and financial plan mappings.  ‘RX’ indicates fields with extra information pertaining to sponsored grants and contracts.

BUSINESS USES 

The ActBud Data may be extracted and used for analysis and research purposes.  Possible uses include:

1. Compare current fiscal year budget to actual amounts

2. Current fiscal year activities in financial plan format

3. Compare revenue and expenses over several fiscal years

4. Review life-to-date revenue and expenses by account code/cost center

5. Focus a review on specific areas such as a journal source code (ex. AUR – gifts only), a source and reference code combination (ex. HRS PS – special checks only), or by subclass (ex. PE26 – lump sum payments only).

6. Summarize current fiscal grant expenses by sponsor

The samples above represent a few scenarios for which a review of the ActBud data may be appropriate.

INITIATING A DOWNLOAD REQUEST

From Go:

1. Select Process Financial Information > Review Financial Information
2. Select Report > Download ActBud Data > Update/Display (First time select ‘Add’ and create a run control such as ACTBUD.  Each time after the first request select Update/Display) > OK > Select ACTBUD run control from the list. 
3. The download criteria panels should appear 

There are two panels that provide filters and output options for the download.  The first panel includes general download options and filters.  The second panel is for advanced options such as requesting the additional RX data fields, filtering RX data by PI or sponsor, and filtering data by specific financial statement lines.

        ActBud Data Options
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       ActBud Advanced Options
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4. Enter criteria

a. Fiscal Year From/To – Enter both from and to fiscal year dates (even if they are the same).  Up to three years may be selected in one request.  Examples: from 2003 to 2003, from 2002 to 2003.  

b. Accounting Period From/To – Enter both from and to accounting period dates.  Examples: from 0 to 12, from 1 to 6.   Accounting period is the primary driver for output data.  A request for data from FY2002 to 2003 for accounting periods from 0 to 6 would result in data for FY2002 periods 0-6 and FY2003 periods 0-6.  A request for data from FY2002 to 2004 for accounting periods 0-12 would result in data for all twelve months of 2002 and 2003 and the year-to-date data for 2004.   Note: period 0 contains original and current approved budget data, project to date totals for RX, PC, and PJ centers, and beginning balances for special funds.  If you do not require this data enter period 1 in the accounting period from box.
c. Account From/To – Enter the range of accounts to be selected.  The default is all revenue, expense, and transfer activity.

d. Pyramid – Enter a pyramid code or partial pyramid with wildcard (%) to request a group of cost centers in the output.  Note: the pyramid code field should only be used if your user security profile contains a pyramid code.  If your security was limited to four or five individual cost centers, then the pyramid code field must remain blank.  Also note that the wildcard is used to select any combination that follows.  For example, entering UMAB% in the pyramid field means to select all cost centers that have a pyramid code that starts with UMAB regardless of what characters follow UMAB.
e. Subclass – This field may be used to limit the output to data with a particular subclass code on the JV line.  For example, selecting PE20 in this field would limit the output to Genesys payroll data for regular pay

f. Program – This field is not yet in use and should remain blank.

g. Fund – This field may be left blank, or a fund code may be entered to limit the output to a certain fund.  

h. Jrnl Source – This field may be used to limit the output to data with a particular source code on the JV header.  For example, selecting HRS in this field would limit the output to Genesys payroll data.

i. Grouping – This field is used to link cost centers together.  For example a grouping code may be used to link several RX cost centers that are all part of the same program project.  Filtering the download data using this code would enable the user to create a data file of all the program project activities.  
j. Cost Center – If the output is based on a pyramid, this field may be left blank to select all cost centers.  Another option is to enter a partial cost center to select a range of cost centers in the output.  For example, enter GX22% to get all cost centers that begin with GX22 in the output.  The final alternative is to enter a single cost center.
k. Jrnl Ref – This field may be used to limit the output to data with a particular jrnl reference code on the JV header.  Note: if this option is desired it should be used in conjunction with Jrnl Source.  For example, a jrnl source of CON with a jrnl ref of BS will limit the output to data for consolidated billing for Boise Cascade.
l. Budget Group – This field may be used to limit the output to a specific budget group within a campus or area.  Example: COLLEGE
m. Cost Group – This field may be used to limit the output to a specific A-21 cost group such as DA – departmental administration.
n. Src Ref Grp – This field may be used to limit the output to a group of source ref codes such as codes linked to the SAO office.
o. Budget Unit – This field may be used to limit the output to a specific budget unit identified within a campus such as LCCC – Lombardi.
p. Output Options

i. Active/Inactive Cost Centers – Select the Active/Inactive Cost Center option if one or more cost centers in your area may have been inactivated during the fiscal year.  Otherwise the activity for the inactive centers will not be included in the download.
ii. Include Projects (RX, PC, PE, PJ) – Check if you want these cost center types included in the output data with GX, GD, and other cost center types

iii. Projects Only – Check if you want output to include just project cost centers, i.e., RX, PC, PE, or PJ centers.

iv. Include Begin/Project-to-Date Balances
1. N – Use this value to exclude beginning balances and project-to-date balances.  For example, if the objective is to review current fiscal year budget to actual amounts then you do not need LTD amounts.

2. Blank – Leave the box blank if you want beginning balances and project-to-date balances plus fiscal year activity.  This is essential when you want to report on project-to-date revenues and expenses for RX, PC, PE, or PJ centers or to report on special fund beginning balance plus activity.  Note: beginning/project-to-date balances and current year activity appear in the ‘Posted Total Amount’ column.
q. Summarize By and Suppress Values For

i. Accounting Period – Checking this option will remove the accounting period from the output leaving only fiscal year as a time reference and reduce the rows of the output.  For example, if the original output has twelve rows for payroll activity under source HRS then suppressing the accounting period will result in these twelve rows being combined into just one row.
ii. Source & Reference – Checking this option will remove the jrnl source and jrnl ref from the output eliminating the reference to a system or area and will reduce the rows of the output.  For example, if the original output has rows for genesys payroll, HRS, and payroll adjustments, PYO, then suppressing source and reference will combine these rows based on account, cost center, subclass, etc.
iii. Subclass – Checking this option will remove subclass from the output and reduce the rows of the output.

r. Output Format

i. Excel or Fixed Column – Select the desired output format.  Default is Excel.  Change to fixed column if the data is to be loaded into another database such as Microsoft Access or FoxPro.

ii. Output File – Enter ACTBUD as the name of your output file.  The output will be saved to your C:\Temp\ directory under the file name provided with an extension of .CSV.  By naming your file ACTBUD you will be able to use pre-built macros to create Excel pivot tables of the ACTBUD data.  (see PSOFT_MACROS below).
5. ActBud advanced options

a. For RX options check the box – Additional RX Information – to include in the output the extra fields noted by ‘RX’ in the previous table.

b. The open fields below the RX additional information box are available filters that may be used to limit data to a single PO, a single sponsor, sponsor level, etc.  The bottom check boxes provide options to limit output to open projects, closed projects, or both.  When using these filters go to the general tab and enter RX% in the cost center field and select projects only to limit the output to RX cost centers only.  Otherwise there may be PC, PE, or PJ activity in the output as well.

c. The financial statement mappings are automatically included in all output files.  The SOA options on this panel enable the user to limit the output to data within a single row of the statement of activities or the statement of activities – financial plan format.
6. After completing all criteria select the run button (stoplight)

7. Use stoplight without exclamation the first time to set the job to run on the client and send to the file with C:\temp\ in the file field on the process scheduler window.  You must also select OK when using this option.

8. Use stoplight with exclamation after the first successful request is complete.  Since the settings should always be client and file the process scheduler will not require changes.

9. An SQR button should appear at the bottom of your monitor indicating that the job is running.  When this button disappears job should be complete.  If the Excel format was selected, open Excel and select file open, all files.  Within the C:\temp\ folder locate the file by the name you assigned on the request panel.  Note the file extension will be .CSV.  Once the file is open in Excel, highlight the file by selecting the top left corner cell and then go to format / column / auto fit selection.  This will resize the columns to automatically fit the data.  The data may be analyzed at this point using Excel features such as sort, subtotal, and filter, or a pivot table may be constructed to summarize the data into further views.

Structure

Understanding the structure of the data rows in the ActBud table is important for selecting the appropriate report request parameters and for using the correct data filters during analysis.  Review the table below for some of the key data filter components.

	Acctg Pd
	Project Flg
	Accounts
	BS/IS
	Dollar Amt
	Data Srce
	Beg Bal
	LTD Rev Exp

	0
	O-operating

P-project
	01000-

49999
	BS-bal sht
	Beginning balance
	G-general ledger
	B-beg bal
	N-no

	1-12, 998
	O-operating

P-project
	01000 –

49999
	BS-bal sht
	Fiscal year activity
	G-general ledger
	A-activity
	N-no

	
	
	
	
	
	
	
	

	0
	O-operating
	50000-

89999
	IS-inc stmt
	Budgets-Orig, Curr, Perm
	B-budgets
	A-activity
	N-no

	1-12
	O-operating
	50000-

89999
	IS-inc stmt
	Budget Spread Amt
	B-budgets
	A-activity
	N-no

	0
	P-project
	50000-

89999
	IS-inc stmt
	Budgets –projects
	B-budgets
	B-beg bal
	Y-yes

	1-12, 998
	O-operating 

P-project
	50000-

89999
	IS-inc stmt
	Fiscal year activity
	G-general ledger
	A-activity
	N-no

	0
	O-operating

P-project
	50000-

89999
	IS-inc stmt
	Life to date Rev Exp (beg bal for project/special funds)
	G-general ledger
	B-beg bal
	Y-yes


Project centers include PC, PE, PJ, HC, HJ, and RX (except RX ctrs used for FY operating rollup reports).
Each row of data in the ActBud table can be identified by first locating the account code.  If the account code is between 01000 and 49999, locate the accounting period.  If the accounting period is 0, the data row represents a balance sheet beginning balance from the general ledger for the particular account code/cost center combination.  If the accounting period is between 1-12, or is 998, the data row represents fiscal year activity from the general ledger for the particular balance sheet account/cost center combination.

If the account code on the data row is between 50000-89999 locate the accounting period and the project flag code.  Review the related rows on the table above to determine if the data row represents a budget amount, a budget spread amount, a project budget amount, fiscal year activity, or a life to date amount.

As you generate ActBud data extracts refer back to this table to confirm the type of data represented in a particular row of the output.  The following pages include download request examples of the business uses that may be appropriate.

EXCEL PIVOT TABLES

A PivotTable report is an interactive table that you can use to quickly summarize large amounts of data. You can rotate its rows and columns to see different summaries of the source data, filter the data by displaying different pages, or display the details for areas of interest.

Use a PivotTable report when you want to compare related totals, especially when you have a long list of figures to summarize and you want to compare several facts about each figure.  Use PivotTable reports when you want Microsoft Excel to do the sorting, subtotaling, and totaling for you.  Because a PivotTable report is interactive, you or other users can change the view of the data to see more details or calculate different summaries.

Several standard pivot tables have been setup for use with PeopleSoft download files such as the ACTBUD data file.  The steps to create the pivot tables are recorded in Excel macros.  The user may easily build a standard pivot table by running one of the saved macros.

PSOFT MACROS

The pivot table macros designed for the ACTBUD file are: CSR Summary and CSR Detail.  They have been recorded in an Excel file named: PSOFT_MACROS.xls  This file is available at http://financialaffairs.georgetown.edu/FMS/procedures.html  Right mouse click over the file and select ‘save target as’.  Save PSOFT_MACROS.xls to your own C:/drive or network drive for later use.

NOTE: to use the ACTBUD macros the output file must be based on the ACTBUD data panel only.  Do not use ACTBUD Adv Options panel if you intend to use the macros provided.

Run ACTBUD CSR Summary macro
1. Open ACTBUD.csv using Excel

2. Open PSOFT_MACROS.xls and ‘enable’ macros (see above section for obtaining Excel file)
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3. Go to the ACTBUD.csv spreadsheet.  Select ‘Pivot Table Macros’ menu, select ACTBUD, select ACTBUD CSR Summary
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4. The macro automatically creates the pivot table
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5. Once the pivot table is created you may modify the data by selecting various options in the page area, the rows, columns, the main data area, or by dragging additional items into the pivot table.  For example: drag the cost_ctr field from the field list into the rows
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6. See the results with cost center added to the rows
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34 [RX2462504 (132,702.00) (132,702.00) 0.00 0.00 0.00 [ Acct00_Lng
35 RX2462505|  (141,500.00)  (141,500.00) 0.00 0.00 0.00 EFund B
36| RX2462506 (75,000.00) (75,000.00) 0.00 0.00 0.00 ;I_L_'d
37 RX2462507 (75,000.00) (75,000.00) 0.00 0.00 0.00 < ] [ow e
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7. You may also drill down into the detail of a number by double clicking it.  A new worksheet is added with the detail for that summary number.

8. You may also build more than one pivot table within the file.  Build the ACTBUD CSR Detail pivot table by completing the following steps.

9. Go back to the worksheet named ACTBUD

10. Select the ‘Pivot Table Macros’ menu and select ACTBUD, ACTBUD CSR Detail

[image: image8.png]B microsoft Excel - ACTBUD.CSV.
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Al . £ Fiscal Year ACTBUD CoR Detal

& J B c D E F G H I T 3 L M N o ® Q [
1 [Fiscal YealAccig Pd Fund_Ctr Cost_Cir | CC_Name CC_Long CC_Stat Bud Grp Budget McPYR_LongPYR2 LonPYR3_LonPYR4 LonPYRA  PYRA_NarPYRS LonPYR6 LonE—
2 2005 06D GD204500 G.U. PRES GD204500 & GU GRAD MCMULL UMAGO7C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAGO7CT
3 2005 12.GD GD204500 G.U. PRES GD204500 & GU GRAD MCMULL UMAGO7C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAGO7CT
4 2005 06D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
5 2005 16D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
6 2005 36D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
7 2005 46D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
8 2005 56D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
9 2005 6D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
10 2005 76D GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
1] 2005 10 GD GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
12] 2005 11GD GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
13 2005 12.GD GD246200 Leskie Whit GD246200 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
14| 2005 06D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
15 2005 16D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
16 2005 26D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
17 2005 36D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
18| 2005 46D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
19 2005 56D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
20| 2005 6D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
21| 2005 76D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
22| 2005 8D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
23| 2005 96D GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
24| 2005 10 GD GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
25| 2005 11GD GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
26| 2005 12.GD GD246200 GPPI STU, GD246200 & GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
27| 2005 06D GD246201 Minerity St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
28| 2005 16D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
29| 2005 26D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
30| 2005 36D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
31 2005 46D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
32| 2005 56D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
33| 2005 6D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT
34| 2005 76D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
35| 2005 8D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Graduate § UMAGO0C UMAG02CT

36| 2005 96D GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT

77| 2005 10 GD GD246201 Minority St GD246201 4 GU GRAD MCMULL UMAG02C UMO0000(UMAO000 UMAGOOCUMAG  Gradvate § UMAGO0C UMAG02CT
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11. The second pivot table is automatically built in a new worksheet.

[image: image9.png]B microsoft Excel - ACTBUD.CSV == x|
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1 |PYR6_Lod(All) - J
2 [PYRA Lor(Al) ~
3 [PYR2 Lod(Al) ~
4 [Fund_Crr [(an) ~ CSR Detail
5
6 [Data E
7 [Acct Ty »[Acct000_L ~[Acct Long ~[Sum of OAB  Sumof CAB _Sum of EYTDB | Sum of Posted Total Amt Sum of Bud_{
8 R 50000 Tuiion & Fees 50131 Professional Development (400,000.00)] (400,000.00)] _ (399,999.96) 000 (399,999
9 50202 Application / Admission Fee (400,000.00)  (400,000.00)  (399,999.96) 0.00 (399,999
10 50213 Lab Fees (105,000.00) __ (105,000.00) _ (105,000.00) 0.00 (105,000
11 50000 Tuition & Fees Total (905,000.00)__(905,000.00)] _(904,999.92) 000 (904,999
12 51000 Grants- Contracts & Contrib 51000 Grants- Contracts & Contrib (113,707,211.68)] (133,203,359.68) 0.00 0.00 0
13 51200 Grants & Contracts (14,893,055.00),_(14,893,055.00) (14,893,054.92) 0.00 | (14,893,054
14 51201 Federal Grant Income (1,823,507.00) _ (1,823,507.00) 0.00 (1,071.00) 1,071
15 51202 Local Gov't Grant Income (79,851.00) (79,851.00) 0.00 0.00 0
16 51211 Private Grant Income 0.00 0.00 0.00 (695.50) 695
17 51302 Private Grant Income (326,705.00)  (326,705.00) 0.00 0.00 0
18 51318 Oper Rev-Contributions (58,000.00) (58,000.00)__ (58,000.01) 000 (58,000
19 51000 Grants- Contracts & Contrib_Total (130,888,329.68)] (150,384,477.68)] (14,951,054.93) (1,766.50) (14,949,288
20 52000 Investment Income 52101 Tnvest Inc DistribPooled (400,568.00)__(400,568.00)] _(400,568.08) 000 (400,568
21 52000 Investment Income Total (400,568.00)]__(400,568.00)] _(400,568.08) 000 (400,568
22 55000 Other Sources 55122 Sundry (203,165.00)  (203,165.00)]  (203,165.16) 000 (203,165
23 55123 Publication Sales (2,641,000.00)]  (2,641,000.00) (2,640,999.96) 0.00 (2,640,999
24 55133 Royalty Income (28,000.00) (28,000.00) _ (27.999.96) 000 (27999
25 55000 Other Sources Total (2,8372,165.00)_(2,872,165.00)]_(2,872,165.08) 0.00 (2,872,165
26 R Total (135,066,062.68) (154,562.210.68) (19,128,788 01) (1,766.50) (19127021
27[E [70000 Salaries & Fringe Benefit [70000 Salaries & Fringe Benefit 47,677,161.00 | 48,930,469.00 0.00 0.00 0
28 170105 Academic Sal-Ordinary Faculty 292142200 2930222.00  2,930,221.80 000 2,930,221
29 170110 Academic Sal-Faculty 279273000 2,792730.00  2,792,730.12 0.00 2,792,730
30 170120 Academic Sal-Exec/Admin 660,000.00 660,000.00  660,000.00 0.00 660,000
31 170130 Acad Sal - Residents & Interns 25,300.00 25,300.00 0.00 0.00 0
32 170140 Academic Sal-Mon Faculty 128143100 1,28143100  1,281,430.92 0.00 1281430
33 170210 Acad Sal-Fellow Non FB 4,179,050.00  4,179,050.00  4,179,050.16 0.00 4,179,050
34 70211 Acad Sal - Fellows B 23,000.00 23,000.00 23,000.04 0.00 23,000
35 170220 Acad Sal-Trainee Non FB 606,000.00 606,000.00  606,000.12 0.00 606,000
36| 170230 Temp AcademicFB 867,182.00 867,182.00  867,182.04 000 867,182
37 170310 Staff Sal-ExeclAdm Prof 95,945.00 95,945.00 95,945.04 0.00 95,945,
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12. IMPORTANT: To save this data and the pivot table results select: File, Save As, and change the file type to Excel Workbook.  Otherwise you will lose the pivot table formatting.

EXCEL PIVOT TABLE

Creating an Excel pivot table within the Excel data file enabled the development of the views shown above.

A PivotTable report is an interactive table that you can use to quickly summarize large amounts of data. You can rotate its rows and columns to see different summaries of the source data, filter the data by displaying different pages, or display the details for areas of interest.

Use a PivotTable report when you want to compare related totals, especially when you have a long list of figures to summarize and you want to compare several facts about each figure.  Use PivotTable reports when you want Microsoft Excel to do the sorting, subtotaling, and totaling for you.  Because a PivotTable report is interactive, you or other users can change the view of the data to see more details or calculate different summaries.

The Microsoft Excel Help function offers instructions for how to create and arrange pivot table data, format the table, and even chart the results.  The basic steps for creating a pivot table are provided below.  Refer to the Microsoft Help functions for additional information.

How to Create a Pivot Table 

1. Open the workbook where you want to create the PivotTable report.  Click on the top left corner cell (between row 1 and column A) to select the entire worksheet.  

2. On the Data menu, click PivotTable and PivotChart Report.

3. In step 1 of the PivotTable and PivotChart Wizard, follow the instructions, and click Microsoft Excel list or database under Where is the data you want to analyze? and click PivotTable under What kind of report do you want to create?

4. In step 2 of the wizard the entire worksheet should default as the range of data to use.  Continue to the next step.

5. In step 3 of the wizard select New worksheet under Where do you want to put the pivot table?  To arrange the pivot table layout immediately select the Layout button.  Otherwise continue.

If you clicked Layout in step 3 lay out the pivot table by dragging and dropping fields into the rows, columns, page, and data sections.  After you lay out the PivotTable and PivotChart Wizard –Layout dialog box, and then click Finish to create the report. 

If you did not click Layout in step 3, click Finish, and then lay out the report on the worksheet using the pivot table toolbar to drag and drop the fields as rows, columns, data, or page fields.  Microsoft Pivot Table Tips:

· Drag multiple measures from the Data section to Columns to get them to appear on the same row.

· Left click at left side of the pivot table subtotals.  This selects all peer subtotals and allows formatting using the format toolbar options (bold, shading, etc.)

· Pivot table toolbar provides alternate pivot chart formats and graphing options.

Data Parameters





Output Options





Suppression
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