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.

b.

Start at the Main Accounting Page.
Click Queries in the left column to expand the Queries menu.

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




Cost Center Search

Fiscal Year: 2009
Cost Center Nbr:

[#]

Cost Center Name:

[ <R +1

GfL Acct. Nhr:

GfL Acct. Name:

[#]

Responsible Person/Tech ID # :

Responsible Name:

Advanced Search P-_ Max Result Count: 100

Center Query

. Add Cost Center

nter Query

Transaction Details

Image 1: Cost Center Query Search page

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 (G) 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 (G) 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 (E) 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 (E) 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>




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

Advanced Search V_
Short Name: a
Responsible Person Name: o
Grant Mbr: Q
Program Code: Q

Budget Control Code:

UBIT Code

Freeze Flag:
Perkins Rpt Category:
Grant Match Flag:

21 ‘-I

: [ =]
Al -I

{All Categories} 'I

User Fields:

Max Result Count:|100 =
Building Code:
Project Funding Nbr:
Activity Code:

SubProgram Code:

Allow Expenses Flag: Iﬂ-ll >
Allow Revenue Flag Iﬂ-ll >
Fiscal Year Roll Flag: Iﬂ-ll >

Perkins Grant FY: I{ﬁI Fizcal Year} 'l

Image 4: Advanced Search fields

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




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.

Click [Search]. A list of cost centers matching what you entered displays.
(See Image 5.)

l:b Note: The delete icon (@) appears with any cost center that is

not tied to a General Ledger.




Cost Center Search

Fiscal Year: 2008

Cost Center MNbr: 03 a
Cost Center Mame: ]
GJSL Acct. MNbr: o

GJSL Acct. Name: o

Responsible Person/Tech ID # :

Responsible Mame:

Advanced Search = Max Result Count: 100

. Add Cost Center

5 Cost Centers found.

(Wiew All Checked)

(Check all)
rg o [T EEE I Fin Statement Adj 03191 . Firs Stad ement Adj (Details)
r 2008 034100 . MELSA Fee 034100 MELISA Fee (Details)
r 20089 034500 . Payroll Claaring 034500 . Payroll Claarance ., (Details)
r 2009 034600 . Keyless Erdry Pro 034600 Keyiess Entry Pra (Details)
@ 2003 @ 039993 , SAC Activity Payrod 039599 Activity Payrol ... (Dgtails)

{ Al

| (¥iew Al Checked)
Image 5: Cost Center Query search results
1.

Select the cost centers whose details you need.

e To view asingle 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.

e 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.)




(¥iew &ll Checked)

(Check all)
- ks - GiL Acct. Nor G Accl. Neme . Resp Person -

rae [ 2009 . o111 |, | Fin Statemant Adj [ 031111 [ . Fin Statemant Adj [ (Detailz)
2003 034100 MELISA Fee 034100 . MSLUSA Fes (Metails)

= 2008 034500 Payroll Clesaring 034500 |, Payroll Clearance... (Details)

r 2008 034600 Kewless Endry Pro,., 034600 Heyless Entry Pro,,. (Details)

= 2008 OEFEEES SAC Activity Payroll | (39983 Activity Payroll .., (Metails)

1= |

(Check all)
(¥iew All Checked)

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.)

Cost Center: 034100 - MSUSA Fee .

General Ledger: 034100 - MSUSA Fee . (petsils) Fiscal Year: 2009
Appropriation Mbr: FUNDS Nbr:
Budget Control Code: Budgeted Resp Person:
Cost Conter (FY-CC#): 2009034100 =] {view)
Quick Search FY: CC #: (gearch)

Revenue (Mot Collected):

Budget Auths (2001 -

Revenue (Collected):

Qreginal
Budge

Budget Auths (9160 - Statewsds Student Association Fee) $ .00 $ 3741 $ 3741 $ 37.41
Budget Auths (9183 - NEF Check Charge) $000 %000 %000 %-100.00 §-100.00 % -100.00
Budget Auths (9199 - Other Non Term Fees-Transcript,Diploma, D testng)  $0.00 $ 0.00 $ 0.00 % 0.00 4 0.00 % 0.00
Budget Aduths (9315 - Sale of New Books) $0.,00 %000 %0.00 4 5.00 4 5.00 % 5.00

Expenditures:
{expand all}

original Current Encum

Budgst gat (Le- e

L3 Budget Auths (0999 - Non Salary Budget) $12.00% 31200 $0.00 § -7.65 $-7.65 § 319.65
Budget Auths (7903 - Bad Debt 'ﬂl’lt!-t‘ﬂ‘:l ,’) £ 0.00 * Q.00 * Q.00 * T.74 * T.r4 §-7.74

Image 7: CC Query Details first checked



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.)

2003-034500 RE1 (view)
2003-054100

Cost Center (FY-CC#):
I

(search)

2003-039999

Image 8: Drop down list of checked cost centers

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

Cost Center: 034500 - Payroll Clearing -

General Ledger: 034500 - Payroll Clearance 61008 70-61 ./ (petail:) Fiscal Year: 2009
Appropriation Nbr: FUNDS Nbr:
Budget Control Code: Budgeted Resp Person:
Cost Center (FY-CC#): 2009038500 =| {view)
Quick Search FY: CC #: {search)

Revenue (Mot Collected):

Original  Current  Encum MTD vy Budget
Budget Budgst Balance ; " Balance

Object Code

Revenue [Collected):

orginal  Current Encum 1D Budget

Objact Coda
et Budget Budget Balance Balance

Expenditures: [ { 8l

Object Code Original  Current  Encum MTD 1o B udget

Budget Budget Balance Balance
4 Budget Auths (0999 - Mon Salary Budget) $ 0.00 4 0.00 $0.00 $000 $0.00 %000

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 ( Q Back| ;. | I ) on your browser.

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

name of the general ledger.

Cost Center: 034100 - MSUSA Fee .

General Ledger: 034100 - M5USA Fee .| (Details) | Fiscal Year: 2009
Appropriation Nbr: FUNDS Mbr:
Budget Control Code: Budgeted Resp Person:

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

12

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

General Ledger: 034100 - MSUSA Fee .

Appropriation Nbr: LSO MnSCU Fund Code: 940 - Agency-Local

Winter, Elemna (00000184)
Hinkley, Roy (B9700103)

Resp Person:

Quick Search GL #: (search)
Assets: Liabilities:

Object Code Armount Object Code Amount
8110 - Cash 4 2344114 BEOD - Accounts Payable 4 1.00
BZ01 - Accounts Racervabls $17,042.23 £ 1.00
8223 - Loan Princ Canc-Field/Exprise 20% Lns »= 7/23/92 $1.00
8270 - Credit Memos £ 7.65

% 40,492.02

— F MNet Assels = $ 40491.02
Met Assets + Liabilities = % 40,492.02

I —

Encumbrances = £ 0.00

L}

et Assets - Encumbrances = % 40,491.02

L}

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.)
Expenditures: {collapse Allk
Cwriginal Current  Encum 1D Budget
Budgset Budget Balance © Balance
0110 - Unclassified Full-Time Salary g8 § 0.00 §0.00 §-765 §-T.6S5
0Bl - Unemployment Compensation ﬁ 0,00 0.0 0.0 000
- Budget Auths (0%59 - Non Salary Budgeth flioog3nz.on go.00 f-FT65 f-T65 4 31965
Budget Auths (7903 - Bad Debt Write-offh _,:' § 0.00 ¥ 0.00 §0.00 §7.74 §7.74 §-7.74

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)

Encumbrance Search

Encumbrance ID:

Fizcal Year: 2008
Cost Center #; 034100

object Code B

Vendor n

[sowcn ] oo |

1 Encurnbrancs found.

Yendor FO Humber i Cosk Oby Code Encunn Ba Expended Bal Total
20064ZZFL00 - O B, AB0020 2009 034100 - MSUSA Fes 0EI0{Z009} - Unem.., § .00 g $ 0.00 % 0,00
$ 0.00 § oo $ 0.00

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

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

—1) next to it.

Additional Documentation

<cc>

<gl>
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