Minot State University
PeopleSoft Finance Tip Sheet

General Ledger Summary Report
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This documentation will show users the General Ledger Summary report. The General Ledger Summary report shows line activity by
Account for a selected Fund.

Step 1: Navigate to the General Ledger Summary

Navigation Path:
>General Ledger

>General Reports
>Ledger Summary

You can use the menu on the left or you can use the folders on the main screen to navigate to the Ledger Summary Report.

® | 2> General Ledger
[ My Favorites
I Supplier Contracts Access General Ledger.
[ Customer Contracts i, General Ledger Center ﬁ Journals ﬁ Open ltems
> Vendors " Access Genersl Ledger. Create, import, review, correct, and process journal entries Review and reconcile open tems.
[- Purchasing [ Journal Entry = Review Status Online
[ eProcuremnent 1 Process Journals = Open ttem Listing Report
[- Grants 3 Suspense Correction
[> Project Costing
> Billing Review Financial Information ﬁ General Reports
[+ Accounts Receivable Run inquiries on journalz, ledgers, or accounting entries. A Access journal, ledger, trial balance, reconciliation, and InterUnit
[» Accounts Payable = Journale o reporis. »
[> Asset Management = Ledger o E Ledger Activity )
[> Commitment Control =l Ledger Group & ] Ledger Activity with Attribute
- General Ledger 3 More... o Ewﬂm
[- Journals ." e
[- Open ltems **
[- Review Financial o
Information "
— Ledger Activity Main Menu = General Ledger =
— Ledager Activity with
Attribute ﬁ General Reports
— Journal Entry Detail
— Ledger vs Joumnal Access journal, ledger, trial balance, reconciliation, and InterUnit reports.
Intearity = Ledaer Activity = Ledger Activity with Attribute = Journal Entry Detail
= InterUnit Activity List balances and detailed journal line activity posted against a List ledger balances and detailed journal line activity posted to =l Print a report listing journal entry details.
— Trial Balance ledger. the ledger.
Ledger Summary
— Journal Entry with
_Aftributes Ledaer vs Journal Integrity InterUnit Activity =] LialBalance
List the discrepancies between General Ledger and journal Print interunit activity with reconciliation balances and Print the General Ledger trial balance with detail or summarized
tables. variances. information.
Ledger Summary F == Journal Entry with Attributes
Print a general ledger summa®y report Print a report showing journal entry details.

Following the above path leads to the following screen:

fworu 5|

[> Vendors m

[- Purchasing

I Grants General Ledger Summary

[ Project Costing

[- Billing | _

[+ Accounts Receivable
- Accounts Payable

[ Asset Management Run Control ID:H

[ Commitment Control

= General Ledger

> Journals Add

[ Open ltems

[» Review Financial
Information Find an Existing Value | Add a New Value

« General Reports

— Ledger Activity

— Ledaer Activity with
Altribute

— Journal Entry Detail

— Ledaervs Journal
Inteqrity

— InterUnit Activity

— Trial Balance

— Ledger Summary

— Journal Entry with
Altributes

— anaral | arnar Cantar

m

The first time this report is run, it will be necessary to create a Run Control ID. To do this, select the Add a New Value Tab. Follow
instructions in Step 2 to create a Run Control ID.
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Step 2: Create a Run Control ID.

[ Vendors
[» Purchasing
[ Grants
[+ Project Costing
[ Billing
[> Accounts Receivable
[> Accounts Payable
[» Asset Management
[ Commitment Control
<= General Ledger
[ Journals
[ Open ltems
[ Review Financial
Information
= General Reports
— Ledger Activity
— Ledger Activity with
Aftribute
— Journal Entrv Detail
— Ledgervs Journal
Integrity
— InterUnit Activity
— Trial Balance

— Journal Entrv with
Affributes
— General L edger Center
[> Set Up Financials/Supply

@ Eind an Existing Value | Adda New Value

m
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General Ledger Summary

On the Add a New Value tab, click in the Run Control ID box and type a name and your intials for your run control. In this example,
“General_Ledger_Summary_maj” is used as the Run Control ID. Click Add.

Note: This step is only necessary once. On subsequent General Ledger Summary reports, you can use the search feature on the “Find
an Existing Value” to locate the Run Control ID created in this step.

Run Control ID:|GeneraI_Ledger_Summarﬂ

s | <QEEEE  Click Add

Find an Existing Value | Add a New Value

_ Enter a Run Control name
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Step 3: Input General Ledger Summary Report Parameters

The report parameters screen looks like this:

Ledger Summary Report

Run Control ID:  General_Ledger_Summary Report Manager Process Monitor — |
Language: English D
Unit: ..\ Ledgen Currency Code: WQ
Fiscal Year: To Period:@
Restaore
ChartField Selection Customize | Find | B First (] 142 012 [M] Last
Sequence [ChartFieldname ~ Include CF|value
| 1 Account | o}
| 2 Operating Unit Fl | QL
| Fund Code |22230 Q
| l Department I | Q
| Program Code 1 | &l
| B Class Field I | Q
| 7 Project o | Q
| 8 Subsystemn PC Bus Unit I | Q.
| 9 Subsystem Activity ID o | Q
| 10 Subsystemn Analysis Type i | &)
| 11 Book Code . | Q
| 12 Adjustment Type i | &)

; S Returnto Search | +[E Previous in List | +E] Next in List | [Z] Motify | Er Add |

Unit will always be MISU1.
If Ledger does not default to ACTUALS, use the search feature and select ACTUALS from the list of available ledgers.
Currency will always be USD.
Select the Fiscal Year desired.
In the To Period box, enter the period to which you would like to see data.
(July = Period 1; August = Period 2; September = Period 3; etc.)

Chartfield Selection:
The report criteria are identified below. The report can be requested in many different ways. If you would like to see the
information differently, you can change any of the chartfield parameters.

Sequence: Identify the sequence you would like for your report to sort the returned values. If you are running a report for one fund,
you may find the report easier to read if you select the sequence illustrated below:

1 = Account

2 = Fund/Program Code/Project

3 = Department (for appropriated funds)
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Include CF: Select the chartfields you wish to show on the report by checking the box in the “Include CF” column. These chartfields

typically include Account, Fund Code, Department, Program Code, and Project.

appropriated fund, it is necessary to enter search values for both fund and department.

Please note:

When running a report on an

Note: Running this report and searching by department only will summarize all funds by account. Activity for individual funds will

not be broken out.

Clicking Bsavel yil| save these parameters for this Run Control ID for future use and sort your chartfields by the sequence you
indicated. Using the parameters above, your revised screen will look like this:

After the parameters are selected, click

requested report.

Run Control Il General_Ledger_Summary

Language:

Ledger Summary Report

[Engiish__ ]

Report Manager

Process Monitor

Run |

Report Request Parameters

Unit:

UNDO1 C,
Fiscal Year: | 2008

ChartField Selection

Ledger: ACTUALS @
To Period: | 12

Customize | Find |

Currency Code; |USD &

Restore

First El 112 0f 12 El Last

[Sequence  [ChartFieldName ~|include CF|Value

[ 1 Account [ &
|—2 Fund Code ’22290—Q
l— Operating Unit O I—Q
[ ] Department o [ a
l— Program Code I I—Q
[ Class Field o [ e
[ Project o [ &
l— Subsystem PC Bus Unit O I—Q
[ Subsystem Activity ID o [ &
l— Subsystem Analysis Type O I—Q
l— Book Code O I—Q
l— Adjustment Type O ’— Q

Bl save | L\ Return to Search | +[E| Previous in List | +[E| Mext in List | [=] Motify | S Add

Run |

. Follow the steps in the “Running Reports in PeopleSoft” Tip Sheet to retrieve the
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Step 4: Reading a General Ledger Summary Report

Sample output is shown below. Note general ledger activity is summarized by account number. Journal line activity is indicated by
journal ID for each account under the requested fund.

In the Cash Account:

Peoplesort an Debits increase cash

Report ID: GLET003 LEDGER CUMMARY i i Page No. 1
Bua. Unit: UNDOl--Univeraity of North Dakota Whlle CrEdItS decrease Fun Date 06/03/2008
Ledger: ACTURLS -- Actuals Ledger cash. Fun Time 14:47:42

For Fiscal Year 2008 Period 1 To 12
Currency Code USD

Account Journal Date Journal ID E£eg Lins Account Fund Currency Debit Credit EBalance
I 108251 Cash - :i.nB}TDI UeD
e ——
APPRYORBST E3 105281 22290 UED a.
APPRYO01218 287 TED 0.
PAY0405423 T0% TED a
MAILJULYOT 463 UED a.
MBJUNOT 142 UED 0.
ACCOUnt & APDAY1252¢6 203 TED 0.
e e oUpo707 108 TED a.
Description PAYOS11862 S6L TED 0.
APPAY15002 &4 TED 2,665,
APPRY1EESE 101 TED a.
APPRY1S9E2E 208 UED a.
PRY0S517742 &82 UED 0.
ADDPAYZ2E45 a7 TeED 0.
472 TED a.
10z UED a.
120 TED 0.
APPRYZROBT 289 TED a.
JVCEH020T2 462 UED a.
PAY0525044 E6E TED 0.
APPAYZA028 101 TED a
EE1055 3 TED a.
APPRYZRE04 T4 UED a.
APPAYI3200 298 TED 0.
PAYO532108 &37 TED a.
APPRY347T2 42 UED a.
562908 B5S TED 201,977.
LDO825( 217 TED a
MAILEEPTOT 482 TED a.
APPRY3IS12E 107 TED a.
ADPDPAYIOT02 200 TeED 0.
DUPos0T 282 TED a.
PAYOS32873 &44 UED a.
APPAY43060 117 TED 1,261,
EE£1058 4 TED a.
APPRY43020 101 TED a.
APPAY4T247 299 TED 0.
LDOO2EL Z1e TeED 0.
PAYOS45870 &30 TED a.
MAILOCTOT 403 UED a.
DUOpPLO07 266 TED 0.
EW102207 80 UED a.
Journal
Date & ID
Another Sample Report on a Local Fund: Expenditure Accounts:
Debits decrease
PeopleSoft GL . .
ort ID: GLS7002 LEDGER EUMMARY Credits increase age Fo. 2
Bus. Unit: UNDO1--University of North Dakota un Date 0&/01/2008
Ledger: ACTUALS -- Actuals Ledger / Fun Time 12:31:13
For Fiscal Year z(00&8 Feriod 1 Te 12
Currenc‘{ Code USD
Account Journal Date Jourpmal ID Seg Line Account Fund Currency Debit Credit Balance
4ze UsD 1,261,
3se UsD o,
41 UsD a.
514 usD Q.
AP00S81353 264 UsD o,
AP00S82721 405 USD El.
AF00583334 262 UsD 513.
AF00S57435 337 UsD o,
AF00S53100 40z UsD E3.
§32105 Purchasing Cards UsD
Beginning Balance: 0.00
Total Activity: 1,678.56
) Ending Balanca: 1,678.58
Expenditure Account
fice Supplies usD
E-S.n’:-J ooe AF00E33Z4E ed45 536015 22230 USD 200.88 0.00
05/06/z008 AF00E3IZE3E 488 UsD 110.32 Q.00
E3€018 0ffice Supplies usD Beginning & Endlng \
R . Beglnm.ng Balance: 0.00
Balance in this Account Total Activity. 111,50
Ending Balanca: 311.50
E41030 Postage sStamps UsD
MAILJULYOT 144 541030 22230 USD 32.45 Q.00
MAILADGOT 145 UsD 47.11 0.00
MAILSEFTO7 151 UsD 22.51 Q.00
MAILOCTO? 157 UsD 4.33 Q.00
MAILNOVO? 15¢ UsD 8.12 0.00
MAILDECC? 152 UsD 2.34 Q.00
MAILJANCS 154 UsD 1a.72 Q.00

Thank you to UND for sharing their training document.
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