The University of Texas Health Science Center Houston
FMS Trial Balance Instructions: Obtaining a list of departmental chartfields

Departments can obtain a listing of chartfields and balances associated for their
department(s) by running a trial balance from FMS.

A few notes on Trial Balances:

e A trial balance reports numbers “As of” a specified date in a Fiscal Year.

e Amounts reported do not include more than one Fiscal Year.

e Amounts will be reported in two columns — Total Debits and Total Credits. You
will need to subtract the Total Credits from the Total Debits to obtain the account
balance.

e The trial balance report is very versatile. The instructions below will sum
balances for all accounts for the specified departments. The selections can easily
be modified to produce reports at different levels.

The path in FMS is:
General Ledger\General Reports\Trial Balance

(note — these instructions assume the user has basic familiarity with running reports in
FMS)

Individual field selections are:

Report Request Parameters:

Unit = UTHSCH

Ledger = Actuals

Fiscal Year = 20XX (the year you want the data from)

Period = XX (the period you want the data from)

Currency option = Base

Currency = blank

Adjustment Period:

992 — 998 —these are only applicable when running a report for period 12

Chartfield selection:

(you may need to hit the refresh button to see the chartfield selection boxes)

Include CF - check this box for Fund, Department, Project, Program Code and Operating
Unit

Subtotal — check this box for department

Value/To Value — enter the first department number in the Value box and enter the last
department number in the To Value box — please note this will return ALL department
numbers in that range. If you have breaks in your numerical sequence you will need to
run this multiple times.

Running the report:
Choose “Email” for type and the report will be emailed to you once it is generated.
Choose “CSV” for the report to be generated in excel.
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