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Budget Basics Recap



The Basics: Chartstring
There are 9 individual fields that make up a chartstring. A 
chartstring identifies the “bank account” making the purchase.

Chartfield
GL 

Business 
Unit

Organization 
Department

Fund 
Category Fund Function Program Purpose Site Project*

Field Length 5 6 3 6 3 4 5 4 7

Use Who? Who? How? How? Why? Why? Why? Where? Why?

WHO
is spending 
the money? 

HOW
is the 

transaction 
being 

funded?

WHY
is the money 
being spent?

WHERE
is the 

transaction 
occurring?



The Basics: Chartstring

Chartfield
GL Business 

Unit
Organization  
Department Fund Category Fund Function Project Program Purpose Site

Field Length 5 6 3 6 3 7 4 5 4

Use Who? Who? How? How? Why? Why? Why? Why? Where?
Example NT752  

UNT
121200 

Chemistry
200 

Designated- 
Operating

830001 
Designated 

Tuition

100 
Instruction

1000262   Chem 
331-334 Welch

Chair Lab

1108       
Professional 

Science Masters

12194      REU 
Chemistry

1273      
Science 

Instrument Shop

• GL Business Unit – reflects the UNT System Component. We are NT752 – UNT Denton Campus
• Organization Department – represents the academic or operating unit responsible for the transaction.
• Fund Category – identifies the source of money: E&G (state), Designated (Local), Auxiliary, or Restricted.
• Fund – identifies the different types of money within each source.
• Function – designates the purpose of the expense. It is required for federal, state, and other reporting.
• Projects – are used to track activities with a finite life.
• Program – is used to track formal institutional programs and initiatives.
• Purpose – is used to track informal activities.
• Site – identifies the physical location at which a transaction is occurring.

Note: Values provided above are examples for each chart field and do not represent a valid chart string to record expenses.



Fund Categories and Funds
UNT receives 4 basic types of funding that are separated by Fund Categories (Fund Cats). 
Fund Cats allow us to determine what type of Fund we’ve received.

Colors of Money
• State of Texas

o Appropriations

• Designated Operating – Local
o Tuition and Fees

• Auxiliary
o Housing, Dining, Parking

• Restricted
o Gifts, Endowments, Grants Contracts



Colors of Money (Fund Cats and Funds)

E&G (STATE)
• 105 Education & General
• 106 Education & General  -

Projects

• 800001 GRD General
Revenue Dedicated

• 800003 Laboratory Fees

• 805009 Core Research

• 805038 Higher Education
Fund (HEF)

DESIGNATED (LOCAL)
•200 Designated Operating Managed
•202 Designated Operating General
•201 Designated Operating - Project

• 830001 Tuition

• 880001 Instructional FFF

• 830029 Designated Oper-
Central Alloc

• 840001 Faculty
Discretionary

• 850000 F&A Recovery Fund

• 885000 Departmental
Discretionary

AUXILIARY
• 120 Auxiliary
• 121 Auxiliary - Projects

•810002
Auxiliary Union

•810004
Auxiliary Parking

•810020
Auxiliary Housing

•810030
Auxiliary Dining

RESTRICTED
Fund Cats – VARIOUS

• 349000 Schol/Rest-
Departmental

• 190000 Federal Direct

• 195001 State of TX Direct

• 200010 DepOp/End-Bill &
Ann Stokes

FU
N

D
 C

AT
FU

N
D



Chartstring Types Review

Chartstring Types

Departmental

Budgetary
Fund Cat = 105, 120, 200

Non-Budgetary
Fund Cat ≥ 202 AND description 

DOES NOT contain “PROJ”

Project

Sponsored
Fund Cat = 400

Non-Sponsored
Fund Cat description contains 

“PROJ”



Chartstring vs Account

Chartstring
Who’s buying it?

(The “bank account”)
• Chemistry

(121200-105-800001-100)

• Retail Dining Services
(163710-120-810030-700)

GL = General Ledger (actual activity)

Account
What are you buying?
(Object of Expense)

• Faculty Salaries
• Budgetary “D5010”
• GL “50101 - 50107”

• Travel
• Budgetary “D5251”
• GL “52501 - 52707”

EX

EX



The Account Hierarchy

General Ledger (GL) 
Account
• Expenses & Revenues

post here on the General
Ledger (GL).

Ex. ‘53001 Supplies-Office’

D-Level Account
• Budget (Expense

Authority) is allocated at
this level.

• Expenses that post on the
GL level are summarized
here to a D-level rollup
account.

Ex. ‘D5301 Materials & 
Supplies Exp’ 

B-Level Account
• D-level accounts are

summarized here to a B-
level rollup account.

• Budgetary chartstrings
budget check at this level.

Ex. ‘B5060 Non-Personnel 
Expenses’

A-Level Account
• B-level accounts are

summarized here to an A-
level account.

• Used primarily for project
budgeting.

• Non-sponsored projects
budget check at this level.

Ex. ‘A5000 Operating 
Expenses’

00000 TOP ACCT
• The Top-Level account,

which summarizes all GL
Expense and Revenue
activity on the chartstring.

• Non-budgetary
chartstrings budget check
at this level.

Ex. ‘00000’



How to Navigate and Report Errors



How to Run the Report

• Select the report you’d like to run
• Select via Reporting Webpage
• Select within Microsoft Power BI

• Select Output
• HTML
• XLS
• PDF
• CSV



How to Filter the Report – the Prompts Page

• Various Report Prompts allow users to
filter results

• Prompt Types
• Multi-Select Search
• Drop Down
• Radio Button
• Text Box (only some numeric value prompts)

• Some prompts have default selections
• Navigate between prompt pages using

“Next”, “Back”, and “Finish”
• Use the green Reset Filters option to

revert to default selections



Prompts – Include/Exclude Chartfields



Report Results & Drill Thru Capabilities

• Reports are populated with data from EIS
(Peoplesoft) and updated once per day, overnight.

• Reports are grouped by Chartstring (i.e. Dept, Fund 
Cat, Fund)

• Values with blue hyperlinks have drill thru
capabilities to line detail reports from more
summarized reports

• Click the single arrow to view more results
• Click the double arrow to view Parameter Page

• This displays which filters were used to produce the
report results



Drill Thru Reports



Exporting the Report & Changing Page View



Bookmarking Reports



Scheduling Reports

• Click the Open Report option
to open the paginated report in
a new window

• Click the Subscribe to Report
option to create a schedule

• This method provides all export
file formats (XLS, PDF, CSV, etc.)

Email BudgetAnalytics@UNTsystem.edu for scheduling to multiple recipients

mailto:BudgetAnalytics@UNTsystem.edu


Reporting Errors

• If you run a report that returns results that
you’re not expecting or if you experience
issues within Microsoft Power BI, please
reach out to budget.office@unt.edu.

• Please attach the “Parameter Page” – found
on the last page on any report

• This helps replicate and isolate the issue,
expediting the solution

• Use the double arrow to view this page

mailto:budget.office@unt.edu


Understanding Column Headers



Budget Report Columns

Current Budget 

Beginning Fiscal 
Year Budget

Roll Forward (if 
applicable)

Transferred Funds 
(ABAs)

Actuals

Paid salaries

Vouchers (invoices)

Encumbrances

Filled position 
salaries

Purchase orders 
and Travel 
Requests

Pre-
Encumbrances

Vacant position 
salaries

Requisitions



Calculating Revenue Balance

Actual 
Revenue

Revenue 
Budget

Revenue 
Balance

Budgetary & Non-Sponsored Projects Chartstrings

Actual Revenue
 Positive revenues

increase your balance
 Negative revenues

reduce your balance



Calculating Expense Balance

Current Budget Actuals Encumbrances Pre-
Encumbrances Budget Balance

Budgetary & Non-Sponsored Projects Chartstrings

Actual Expenses
 Positive expenses

reduce your balance
 Negative expenses

increase your balance



Calculating Balance (Expenses & Revenues)

Current Budget
(Prior Year Roll 

Forward)

Actuals
(includes 

revenue & 
expense)

Encumbrances Pre-
Encumbrances

Available 
Balance

Non-budgetary Chartstrings

Actuals
Expenses
 Positive expenses reduce your

balance
 Negative expenses increase

your balance
Revenue
 Positive revenues reduce your

balance
 Negative revenues increase

your balance



Budget Checking



Budget Checking Review

• Prior to submitting a financial transaction for approval, PeopleSoft will budget check the transaction. The
transaction cannot be submitted for approval if it does not pass budget check.

• PeopleSoft (EIS) will review the chartstring’s available balance to ensure enough funds are available.
Budget Checking occurs at different account levels in the hierarchy based on the chartstring type:

Budgetary 

Fund Category of 105, 120, or 
200 only

Budget Checking occurs at 
the B-Level account, without 
regard to Function, Program, 

Purpose, or Site 

Non-Budgetary

Fund Category ≥ 202 (and not 
a project)

Budget checking occurs at 
the 00000 account, with 

regard to Function, Program, 
Purpose, and Site

Non-Sponsored 
Projects

Any chartstring with a project 
ID (excluding Sponsored 
Projects/Grants)

Budget Checking occurs at 
the A-Level, with regard to 

Function, Program, Purpose, 
and Site



Budget Checking - Budgetary Chartstrings

We budget at the D-Level for 
expenses

Budget Checking occurs at the 
B-Level



Budget Checking – Non-Budgetary Chartstrings

Non-budgetary Chartstrings will 
summarize all activity to one account, 
00000.

Budgeting does not occur. 
The amounts in the Budget column indicate the 
balances that rolled forward from the prior year. 

Budget Checking 
occurs at the exact line 
balance, not the total 
balance



Budget Checking – Non-Sponsored Project Chartstrings

Budgeting occurs at the GL 
account level for revenues

Operating Budget is allocated to A5000 – Operating Expenses
Transfers occur at A7001 – Transfer Expense

Budget Checking occurs at the 
exact line balance



Available Reports



Power BI Reports

Most widely used will be:
• FIN001 – Budget Overview

• Current budget information including current available budget
• FIN002 – Budget Overview with GL Details

• FIN001 expanded to also show GL expenses
• FIN003 – Transaction Details

• Lists transactions for selected filters
• FIN001a – Budget Overview (Summary)

• FIN001 w/ columns for program, purpose, and site instead – useful for budget checking
• FIN016 – Sponsored Project Summary - Budget Overview for Grant Projects
• PAY001 – Payroll Transaction Detail
The full list of reports available can be found on at https://finance.untsystem.edu/budget-and-
planning/reporting/index.php

https://finance.untsystem.edu/budget-and-planning/reporting/index.php
https://finance.untsystem.edu/budget-and-planning/reporting/index.php


FIN001 – Budget Overview

 Identify active chartstrings

View budget balances

 Identify deficits at the D-level

B-Level Account – where
budget checking occurs for

Budgetary Chartstrings

D-Level accounts –
used for ABA requests

Hyperlink on the Current Budget, Actuals, 
Encumbrance, Pre-Encumbrance will pull 

the transaction detail report on the specific 
amounts.

Available 
Budget



FIN001a – Budget Overview (Summary)

 Added columns for

program/purpose/site

 Ideal B-level balance

for budget checking

FIN001a B-level Balance summarizes balance of all 
program/purpose/site codes – giving an accurate 

balance for budget checking.

Programs/Purposes/Sites are included as separate 
columns, rather than as separate account groups as in 

FIN001.



FIN002 – Budget Overview with GL Details

 Identify active chartstrings

View budget balances

View expenses by GL account

 Find Account #s for IDTs

D-Level Account – the
subtotal of all GL accounts 

in the D-level’s 
hierarchy/roll-up

GL Accounts – full 
numeric accounts used 

for IDTs & Journals  

 Budget = D-level Account

 Actual Expenses = GL Account



FIN003 – Transaction Details

Transaction details has 65 column headings. Below is a sample of some of those headings. 

Here is an insert from Transaction Details searching for transactions occurring between February and April. 



FIN003 – Transaction Details

Wildcard Prompts

 Search by:

 Journal ID

Req/PO/Invoice

 Fiscal Year

Vendor



Resources & Access



Requesting Access

• To request access to Power BI reports, reach out to the University Budget Office at Budget.Office@unt.edu or use
the access request form under the support tab on the budget office website, budget.unt.edu

• If requesting access via email, copy your supervisor and provide your EUID & employee ID#.

mailto:Budget.Office@unt.edu


UNT System Finance Resources
• UNT System Budget & Planning Reporting webpage: https://finance.untsystem.edu/budget-and-

planning/reporting/index.php
• For assistance scheduling reports for email delivery, reach out to BudgetAnalytics@untsystem.edu

PDF Report 
Guides available 
for select reports, 
see the      icon

https://finance.untsystem.edu/budget-and-planning/reporting/index.php
https://finance.untsystem.edu/budget-and-planning/reporting/index.php
mailto:BudgetAnalytics@untsystem.edu


Resources – Budget Office Website

budget.unt.edu
Budget.Office@unt.edu

Training Materials
• PowerPoints
• Handouts
Documents
• Valid Fund Category & Fund

Combinations
• Requisition Category Codes
• Closing Rules
• Common Terms
• Common Journal Headers
• Chartfield Value trees (list of

available values and their
rollup hierarchy)

Support
• Access Requests
• Find your BUG! – the Budget

User Group

mailto:budget.office@unt.edu



