
  

Querying a Cost Center 
Create mm/dd/2008 

Purpose of this Process 
Query a cost center to obtain detailed financial information attributed to it. 

Security 
You need the following security role to query a cost center:  

 
 AC_CAMPUS_COA_MANAGER 

 

Process Description 
Cost Center Queries are performed within the Queries area.  

 

To Create a General Ledger 

Step  Action  

1.  Navigate to the Cost Center Queries page.  

a. Start at the Main Accounting Page. 

b. Click Queries in the left column to expand the Queries menu. 

c. Click Cost Center under Queries to display the Cost Center Query 
page. (See Image 1.) 



  

 

Image 1: Cost Center Query Search page 

2.  Enter known information about the cost center you are querying. 

 Fiscal Year: Enter the 4-digit year; 9999 is used for cost centers 
that roll from year to year. 

 Cost Center Nbr: Enter as much of the cost center number as 
you know. The wildcard feature ( ) allows you to use an 
asterisk (*) for unknown parts of the number. For example, to 
find the cost centers that begin with 03, enter “03*”. 

 Cost Center Name: Enter as much of the cost center name as 
you know. The wildcard feature ( ) allows you to use an 
asterisk (*) for unknown parts of the name. 

 G/L Acct. Nbr: (General Ledger Account Number) Enter as 
much of the general ledger number as you know. The wildcard 
feature ( ) allows you to use an asterisk (*) for unknown parts 
of the number.  

 G/L Acct. Name: (General Ledger Account Name) Enter as 
much of the general ledger name as you know. The wildcard 
feature ( ) allows you to use an asterisk (*) for unknown parts 
of the name. 

 Responsible Person/Tech ID: Enter the first letter of the 
person’s last name or the entire tech id (excluding leading zeros). 
The auto complete feature ( ) displays a list matching what you 
have entered, allowing you to choose from that list. <inset link to 
person search doc> 



  

3.  
To narrow the search results, click the Advanced Search link or icon ( ).  
An expanded list of searchable fields displays. (See Image 4.) 

 

 

Image 4: Advanced Search fields 

4.  To change the maximum number of cost centers returned from the search, 
select a different number from the Max Result Count menu. 



  

5.  Enter any information you know about the Cost Center you need to find. All 
of these have wildcard search capability. 

 Short Name: up to 12 characters 
 Building Code: up to 6 characters 
 Responsible Person Name: up to 24 characters 
 Project Funding Number:  
 Grant Number: 6 digits 
 Activity Code:  
 Program Code:  
 Subprogram Code: 

To change any of the following search fields from the default value, select 
another option from that field’s menu: 

 Budget Control Code: Defaults to “All”. You can select 
from the menu either Budget, Cash, or No Budget Control. 

 Allow Expenses: Defaults to “All”. You can select from the 
menu either Yes or No. 

 UBIT Code: Defaults to “All”. You can select from the 
menu either 1 – Yes (changeable), 2- No (changeable), 3- 
Yes (permanent/fixed), or 4 - No (permanent/fixed). 

 Allow Revenue Flag:  Defaults to “All”. You can select 
from the menu either Yes or No. 

 Freeze Flag: Defaults to “All”. You can select from the 
menu either Yes or No. 

 Fiscal Year Roll Flag: Defaults to “All”. You can select 
from the menu either Yes or No. 

 Perkins Rpt Category: Defaults to “All”. You can select 
from the menu either _____ 

 Perkins Grant FY: Defaults to “All”. You can select a 
single year from the menu. 

 Grant Match Flag: Defaults to “All”. You can select from 
the menu either Yes or No. 

 User Fields 1 – 9: up to 6 characters. 
6.  Click [Search]. A list of cost centers matching what you entered displays. 

(See Image 5.)  

 Note: The delete icon ( ) appears with any cost center that is 
not tied to a General Ledger. 

 



  

 

Image 5: Cost Center Query search results 

7.  Select the cost centers whose details you need. 

• To view a single cost center’s financial details, either click 
(Details) at the right end of that row or check the box at the left of 
the row. 

• To view details for multiple cost centers, check the box in the 
first column for all appropriate rows. To check all rows, click the 
(Check All) like at the top or bottom of the list. (See Image 6.) 



  

 

Image 6: CC search results – selected boxes checked 

8.  Click [View All Checked] at the bottom or top of the list. The details of the 
first cost center checked displays. (See Image 7.) 

 

Image 7: CC Query Details first checked 



  

9.  To view the details of one of the other cost centers checked,  

a. Click the Cost Center (FY-CC#) to view drop down list.  

b. Click the cost center whose details you want to view. 

c. Click (view). 

(See Image 8.) 

 

Image 8: Drop down list of checked cost centers 

10.  The details page of the chosen cost center displays. (See Image 9.) 

 

Image 9: CC Query Details of another checked 



  

11.  To return to the first cost center details page, select that cost center from the 

drop down list or use the back button (  or ) on your browser. 

12.  To view the details for the general ledger, click (Details) to the right of the 
name of the general ledger. 

 

Image 10: CC query details page – GL details link hightlighted 

12 
cont’
d 

The details page of the General Ledger displays. (See Image 11.) 

 

Image 11: Details page of general ledger 



  

13.  Click the back button on your browser. You return to the cost center details 
page. 

14.  To view more detailed expenditure object code information, click (expand all) 
at the right of the Expenditures title line.  The summarized lines drop to show 
the details. (See Image 12.) 

 

 

Image 12: Expanded Expenditure details 

15.  To view Purchase Order details for a listed object code, click the See 
Purchase Order Detail icon ( ) next to that object code. The Encumbrance 
Search page displays, with the details of the expenditure listed. (See Image 
13.) 

 

 

Image 13: Purchase Order Details page 

16.  Click the back button on your browser. You return to the cost center details 
page. 



  

17.  
To edit the cost center or general ledger, click the edit icon ( ) next to it. 

<link to cc doc> <link to gl doc> 

 

Additional Documentation  
<cc> 

<gl> 
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