	Job Aid
	[image: image11.png]





	[image: image12.png]



	Job Aid



Chart of Accounts Overview (Rev 06/07)
[image: image11.png]
	1.  
	This graphic depicts a sample Chartstring from the eUMB Financials/HRMS system. The values shown in blue are entered by the end-user; the others are auto-populated by the system based on the values entered. In the frames that follow we will discuss how such a Chartstring is built.

	2.  
	The GLBU (General Ledger Business Unit) "PSUMB" is a system default. Users do not have to enter this when building a chartstring, but it is always part of the chartstring nonetheless.

	3.  
	PCBU, Project ID and Activity ID are the keys to the rest of the chartstring. You enter these values, and based on these the system will populate Owner Department, Program and Fund.

	4.  
	Owner Dept -- the department that "owns" the Project ID (the owner of the Grant or etc.)Each Project ID has only one Owner Dept. This one-to-one relationship enables the system to populate this chartfield once the PCBU and Project ID have been entered. 

	5.  
	Program:
  -- Reporting requirement of Academic institutions 

  -- Defines or categorizes financial activity, Revenue & Expenses

      based on GAAP (Generally Accepted Accounting Principles)

  -- Important for Budget & Financial Reporting

  -- Facilitates determination of % of Indirect Expenses included in 

      Federally-funded contracts and grants

	6.  
	Fund represents the source of funds -- e.g., Tuition & Fees, State-appropriated, Endowment, Auxiliary Enterprise.

	7.  
	Account categorizes the expenditure, or revenue--e.g., IT purchase, office supplies, lab fees, etc. 

(This is what "subcode" did in FAS.)

	8.  
	Tx. Dept = Transaction Department: the department that is actually doing the transaction (Journal Entry, Requisition, ProCard Reallocation, etc.) in eUMB Financials. Often this is the same as the Owner Department, but sometimes it is different--as when one department (the Tx Dept) does a journal entry transferring money from another department (the Owner Dept) to their own coffers.

	9.  
	Amt. (Amount) = the Transaction amount.

	10.  
	In summary, here's how you build a Chartstring in a transaction:

1. The General Ledger Business Unit defaults in. 

2. Click on the Project ID link; enter the PCBU and Project ID. (Activity ID always = "00," so it doesn't matter if you enter it.)

3. eUMB will auto-populate Owner Dept., Program and Fund.

4. Enter the Account and the Tx Dept.

5. You can look up the value for any field using the Look-up icon.

	11.  
	In the frames that follow we will step through an example of entering a chartstring in the course of doing a Journal Entry. In this example the CITS department is using DRIF money to make an IT purchase. 

	12.  
	Click the Projects link.
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	13.  
	Click the Look up icon for the Project Business Unit field.
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	14.  
	From the Search Results displayed we are choosing a DRIF as our project type (PCBU).

Click on 00125.
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	15.  
	Click the Look up icon for the Project field.
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	16.  
	This will allow us to specify which DRIF.

Select 00100649.
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	17.  
	These are the only two chartfields we need to enter at this point, since Activity ID will automatically default to "00."

Click the OK button.
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	18.  
	Now we need to categorize our expenditure by selecting the appropriate Account.

Click the Look up icon for the Acct field.
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	19.  
	Since there are more results than can be displayed, we need to narrow our search. We are looking for an Account with "IT" within its description.

Click the Description drop-down arrow.
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	20.  
	Select contains.
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	21.  
	Enter the desired information into the Description field. 

Enter a valid value e.g. "IT".

	22.  
	Click the Look Up button.
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	23.  
	Select Acct 4290, IT Purchases.

	24.  
	Now we need to define who (which department) is creating the transaction. 

	25.  
	In this case we are charging our own department's project, so the Tx Dept is the same as the Owner Dept. 

	26.  
	Amount and some other information would have to be entered at this point to complete an actual Journal Entry...but that is subject matter for the Journal Entry class!

	27.  
	You have successfully completed the eUMB Chart of Accounts Overview.

End of Procedure.
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