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InfoPorte is a Web-based Application

• Access and store information
• Manage funds
• Complete daily administrative tasks
• Source for all reporting within 

ConnectCarolina
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InfoPorte Data

• Data from ConnectCarolina to InfoPorte is always one way. It never flows back to 
ConnectCarolina.

• Data from ConnectCarolina is downloaded each night to the Data Warehouse. 

• InfoPorte is one day behind ConnectCarolina.

Enter 
transaction in 

ConnectCarolina 
today

Overnight, 
transaction 

information moves 
to Data Warehouse

View fund 
balances and 

transactions in 
InfoPorte 
tomorrow
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Logging In

You can access InfoPorte in 
two ways:

1. Go directly to InfoPorte,
infoporte.unc.edu

2. From ConnectCarolina, 
click Enterprise Reporting 
on the left 

Note: InfoPorte works best with 
Mozilla Firefox.

How do I get to InfoPorte

http://www.infoporte.unc.edu/
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InfoPorte Data

• Data Status Alert button is the main indicator for how up-to-date the data in 
InfoPorte is:
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InfoPorte Data: Data Status button

• If the Data Status button is green, all downloads completed successfully and the 
data in InfoPorte is one day behind ConnectCarolina, as expected. 

• If the button is red, the downloads in one or more areas did not complete 
successfully.
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Note: You can’t edit existing 
Favorites, but you can delete them 
using the        icon.

Favorites

To add a Favorite:

1. Click the Favorite
button.

2. Name your Favorite.

3. Click Add.

To delete a Favorite:

1. Click the        icon.

2. Click the “x” by the 
Favorite you want to 
delete.  

Use the Favorites button to save your common searches
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Tools
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Looking Up Chartfields

• The Tools > Business References > Chartfield Lookup tab is 
a search feature for ConnectCarolina chartfields

• You can search for business unit, fund, source, department, 
program, and earnings codes (for HR)

• You can search by alpha or numeric value
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Looking Up Chartfields & FRS Account Mapping

• Tools > Business References> FRS Account Mapping  > Account 
Mapping tab translates FRS Account to ConnectCarolina 
chartfield strings

• Note: Data is not maintained with new chartfields. Data 
represents FRS accounts used in the 18 months prior to go-live.
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Looking Up Chartfields& FRS Account Mapping

• Tools > Business References > FRS Account Mapping  > Account 
Mapping (Advanced) tab translates FRS Account and/or Object 
code to ConnectCarolina chartfield strings
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Dept Accounting Tab

Dept Accounting Tab
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Department Accounting tab

The Dept Accounting tab is the landing page for Finance

• The Ledger Rollups tab – shows budget balances based on revenue and 
expenses

• Transactions tab – shows revenue and expense transactions

• All GL Activity tab – only needed by a few departments; shows lines for all 
accounts: assets, liabilities, fund balance, revenue, and expenses

• Grants tab – grant details and grant financial information

continue…
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Department Accounting tab

• Soft Encumbrances – an encumbrance in InfoPorte that shows an 
anticipated expense not yet entered in ConnectCarolina. Soft 
encumbrances are only in InfoPorte.

continue…
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Department Accounting tab

• Program/Cost Code – shows balances and transactions for 
ConnectCarolina Programs and Cost Code chartfields

Actuals here reflects 
Rev/Exp and is included 

on all Program/Cost 
Code tabs.

continue…
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Department Accounting tab

• IPT Cost Code – shows balances and transactions for InfoPorte cost 
codes
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Financial Reporting tab - contains reports based on 
GL Actuals. Typically requires additional access. 
Mainly for MOU Leads and one or two direct reports. 

Financial Reporting tab
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OSR Financial Reporting tab - has several reports in the 
works. 

OSR Reporting tab
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Downloads

• Everything under the Dept Accounting tab can be 
downloaded to Excel and PDF

• SAS reports, mainly under the Financial Reporting and 
OSR Financial Reporting tabs, can only be downloaded 
to PDF
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For Tips on Using Excel: linkedin.unc.edu
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Commitment Control Ledgers vs. 
GL Actual Ledger
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Ledgers are where financial transactions and balances are recorded. In 
ConnectCarolina, money sits in two main ledgers.

Commitment Control vs. GL Actuals Ledger

Commitment 
Control 

Ledger (KK)

GL Actuals 
Ledger
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Commitment Control vs. GL Actuals Ledger

• Balances reflect all 
transactions that have passed 
budget checking in 
ConnectCarolina.

• A management tool for 
managing daily balances 
against a budget.

• Not the official book of record 
for external reporting 
purposes.

• All balances are based on 
posted transactions.  These 
transactions are fully 
processed.  

• Is the official book of record 
for external reporting 
purposes.

Final!

GL Actuals ledgerCommitment Control ledgers
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Commitment Control (KK Ledgers vs. GL Actuals Ledger)

Commitment Control (KK) = Michael’s homemade budget spreadsheet

GL Actuals = Michael’s bank statement 
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Budget vs. GL Ledgers

All purchase requisitions and vouchers 
transactions go through the same basic steps 

GL ActualsCommitment Control Ledgers

Create1 Edit2 Approve3 Budget 
Check4 Post5
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Life of a Purchase Requisition

To better understand the steps of a transaction, let’s look at a 
purchase requisition in the amount of $6,250.00.

Transaction
Commitment Control (KK) Ledgers

GL Actuals
Budget

Pre-
Encumbered

Encumbrances Expense

Create Purchase Requisition

Pre-Budget Check Purchase Requisition (PR)

Approve

Budget Check PR $6,250.00

Create Purchase Order (PO)

Budget Check PO -$6,250.00 $6,250.00

Dispatch PO to Vendor

Enter a Receipt

Enter the Vendor’s Invoice as a Voucher

Budget Check the Voucher -$6,250.00 $6,250.00

Match the Voucher, PO, and Receipt

Post the Voucher

Generate GL Journal (Automatically Overnight) $6,250.00

Pay the Voucher

Post the Payment

Close the PO $6,250.00 $6,250.00
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Reports Based on Commitment Control vs. GL Actuals Ledger

For this information: Use this report:

Day-to-day budget 
balances

• InfoPorte Ledger Rollups 
tab

• ConnectCarolina Budgets 
OverviewDay-to-day transactions

Expense and revenue 
(actuals) balances in GL 
Actuals

• ConnectCarolina GL 
Ledger Inquiry
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Commitment Control Expense 
and Revenue Ledgers
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Budget Ledgers

EXPENSE (5xxxxx)

Budget

Pre-encumbrance

Encumbrance

Expense

REVENUE (4xxxxx)

Budget

Recognized

Collected*

Expense 
budget journals 

and transfers

Approved 
purchase reqs 

and vendor 
catalog orders

Purchase 
orders

Vouchers and 
campus 
journals

Revenue 
budget journals 

and transfers

Deposits

Only used by 
GA and OSR

Within the Commitment Control ledgers, there are individual ledgers for:
1. The incremental stages of “commitment” toward an expense,  and 
2. For managing revenue



33

Budget Ledgers

Budget ledgers as displayed on the Ledger Rollups tabs
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Fiscal Year, Accounting Period, 
and Budget Period
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Fiscal Year and Accounting Period

Fiscal Year

• A fiscal year is the twelve month period an organization uses to report 
its financial information. 

• The fiscal year at UNC starts on July 1 and ends on June 30.  

For example, July 1, 2018 began the "2019 fiscal year“ and ends on June 30, 
2019.

Accounting Period

• An accounting period is the time period within a fiscal year an 
organization uses to report its finances. 

• At UNC, the accounting period is a month, such as July, August, and so 
on.
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Fiscal Year and Accounting Period

Each accounting period is 
identified by a number.

Note: There is also a period 
“0”, which displays the 
beginning fiscal year balance 
for trust funds. Period 0 is 
used with GL Ledger Inquiry. 
It is not used in InfoPorte 
Ledger Rollups.

Accounting 
Period

Month

1 July

2 August

3 September

4 October

5 November

6 December

7 January

8 February

9 March

10 April

11 May

12 June
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Budget Period

• A budget period is the time period a department budgets by.

• Most of UNC budgets annually. Therefore, the fiscal year is 
almost always the same year as the budget period.
For example, the budget period for 2018 is in the same time period as fiscal year 
2018.

• Main exception is Facilities Services, which budgets monthly.

• Budget period for OSR projects is the time period of the project.
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Main Ledgers tab:
State, Trust, and F&A budget balances



39

Fiscal Year, Budget Period, Accounting Period filters

Select State, F&A, or 
Trust

Balance defaults to 
YTD balance. Select 

a specific 
accounting period 
to see balance for 

that period.
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Fiscal Year, Budget Period, Accounting Period filters

For this 

Ledger:

To see balances 

for this year:

Select this Fiscal 

Year

Select this 

Budget Period

State 2015 2015 2015

2016 2015 and 2016 2016

2017 2016 and 2017 2017

2018 2017 and 2018 2018

F&A 2015 2015 2015

2016 2015 and 2016 2016

2017 2016 and 2017 2017

2018 2017 and 2018 2018

Trust 2015 2015 2015

2016 2016 2016

2017 2017 2017

2018 2018 2018

For Trust, if your dept 
entered a budget journal 
in the prior FY for the 
current budget period, 
then enter both the prior 
and current fiscal years. 
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Chartfield filters by fund type

Chartfields 

Ledger Dept ID Source Account Bus Unit Fund Project

State State ✓ -- -- -- -- --

Trust Trust -- ✓ -- -- -- --

F&A F&A ✓ 14101 -- -- -- --

OSR OSR -- -- -- -- -- ✓

Trust
• For sources shared by multiple departments, in addition to the source, enter your Dept ID to 

see just your department’s activity on the source.
• For foundations, enter the foundation business unit in the Business Unit field.
• To exclude endowment principal, enter the fund for income in the Fund field.

F&A
• If you want to see suspense account activity, do not enter a source. However, suspense 

activity needs to be managed, not considered part of F&A. 
• Suspense accounts: 14102 F&A Payroll Suspense; 14103 NC Suspense; 14104 F&A JV Import 

suspense

OSR
• To exclude cost share, enter the project source in the Source field.
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Show Projections

• Personnel expense is not encumbered in ConnectCarolina.

• The Show Projections checkbox in InfoPorte allows you to see 
your balance including anticipated personnel expense.

• The amount is based on the current funding grid.

• The amount is equal to the personnel expense for the 
remaining payrolls in the fiscal year.
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Toggles

The blue buttons are toggles. The toggles change based on the 
ledger you select. The toggles affect the number of chartfield 
strings displayed in the search results. They never affect the 
grand total amount displayed. 

• Toggle on                , you see all the chartfield strings

• Toggle off                , you see rolled-up chartfield strings

Work example in system for 
attendees
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Main Ledgers: Search Results

• Results display by chartfield string and account

• Under each chartfield string:

– revenue accounts are listed first, which begin with a “4”

– expense accounts are listed second, which begin with a “5”
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Main Ledgers: Search Results

• Available Balance =  Budget – Pre-Encumbered – Encumbered – Actuals 
• Account subtotals display at the account level where we budget
• Signs and colors: for both Actuals (revenue and expenses), black is 

positive; red is negative
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Main Ledgers: Search Results

• Budget MTD shows budget journals or transfers for the current month
• Actuals MTD shows revenue/expenses for the current month. 

Remember that the default view is year-to-date
• Clicking a link for an account or a chartfield string brings you to the 

Transactions tab showing transactions for that account
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Main Ledgers

• Grand Total Revenue and Grand Total Expense lines show total for all chartfield 
strings
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Main Ledgers: Show Projections

When you check the Show Projections box 
you will lose the Budget MTD and the Actuals 

MTD and gain three new columns.

1        2         3

Available “ConnectCarolina” Balance 
Projected Earnings  

Projected Fringe

InfoPorte (IPT) Balance
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FAST Ledger Groups

FAST
F & A  +  S t a t e  +  T r u s t  =  F A S T

• With budget period 2018, the F&A, State, and Trust ledger 
groups are now combined into the FAST ledger groups

• FAST stands for F&A (FA), State (S), and Trust (T)
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FAST Ledger Groups

• Therefore, when using Main Ledger to look up info for budget 
periods 2018 or beyond you will see:

• Compared to budget periods prior to 2018:
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OSR Ledger tab
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OSR Ledger

• OSR Ledger Rollup tab shows life-to-date balances

• Default for fiscal year and accounting periods is all selected life-to-date. 
You can enter a specific accounting period and fiscal year to see a 
balance as of a specific point in time.

• Enter the Source for the project if you want to exclude cost share. 
Otherwise, just enter the project ID. 

• Check the Show Projections check box to see personnel expense
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OSR Ledger

• Direct Total

• Indirect Total

• Grand Total

• Cost Share Total – when filtered by project alone

• Search results contain:

• Direct total

• Indirect total

• Grand total

• Cost Share total

• Expenses column is LTD rather than YTD
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Month-End Balances
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Month-End Balances

• This encumbrance will liquidate in a future month when it is expensed

• The available balance of this month will eventually increase by $103,730.40
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Monthly Reports
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Transactions
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Transactions tab

Two ways to search for transactions

1. Click an account or chartfield string from the Rollup tab. 

• The system takes you to the Transactions tab and shows the 
transactions that comprise that account or chartfield balance.

• The Transactions tab inherits the filters from the Rollup tab, particularly 
the year-to-date filter

2. Search directly from the Transactions tab

• You need to carefully choose your filters
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Transactions tab – Fund Type filter
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Transactions tab

Additional Base Search filters 

— Fiscal Year – defaults to current fiscal year but you can change it

— Budget Period – defaults to current period but you can change it

— Accounting Period – defaults to the current accounting period 
only. It is not a YTD default like the Ledger Rollup. 

— Chartfields – follow the same combinations as the Ledger Rollups
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Transactions tab

• Use the Advanced and Additional Fields features to narrow your search
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Transactions tab

• Columns on the Transaction tab
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Transactions tab

Report for budget period 2017 or previous periods

Report for budget period 2018 or beyond
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Grant Profile
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Grant Profile: High-level View by Department or PI

• Balance = Budget – Expenses (Direct) – Expenses (Indirect) – Encumb – Pre-encumb

• MTD Expenses = Expenses for the current month 

• Balance (Direct only) = current balance for Directs only



68

Grant Details: Dates, Administrator, etc

Click a project link to show the Grant Details tab
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Grant Details: Drill Down from Grant Profile Screen

• The Project Start Date and Project End Date are the project dates from 
RAMSES

• You should not charge to the project after the Project End Date. Charges 
made after this date will be reviewed by OSR to see if they are payable by 
the sponsor.

• KK End Date – non-personnel charges made after this date will fail budget 
checking with a “Budget Date Out of Bounds” error
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Grant Details: Award Details & Milestones
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Grant Details: F&A, Ledger Rollup & Personnel

Grant Details – F&A, Ledger rollup, personnel
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Payroll Transactions
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Payroll Transactions

• The Advanced search in Transactions tab shows Salary Projections and 
Salary Expenses

• There are also HR Payroll reports that show this information

In the Advanced and Additional Fields search 
sections, if you search by:

The results equal:

• Trans Type: HR Projection

• Show Projections: Yes
HR Salary Projections Report

• Trans Type: HR Payroll

• Show Projections: No
Earnings Distribution Report
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Reconciling

What is reconciling?

• Process of accounting for transactions entered 
against your department during a given month and 
reviewing your available budget at month end to 
verify it is as expected. 

• Internal control mechanism to account for your 
financial activity. 
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EXPENSE (5xxxxx)

Budget

Pre-encumbrance

Encumbrance

Expense

REVENUE (4xxxxx)

Budget

Recognized

Collected*

Expense 
budget journals 

and transfers

Approved 
purchase reqs 

and vendor 
catalog orders

Purchase 
orders

Vouchers and 
campus 
journals

Revenue 
budget journals 

and transfers

Deposits

Only used by 
GA and OSR 

What transactions do you reconcile?

You typically reconcile the budget, expenses, and revenue
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What is the reconciling process?

For each of your chartfield strings, do the following:

1. Throughout the month, you keep back-up documentation for the 
finance transactions you enter. 

2. As transactions are posted throughout the month, you reconcile 
them from the InfoPorte Transactions tab. 

3. Once the month has closed, you verify all budget, expense, and 
revenue transactions have been reconciled. 

4. You review the available balance in light of the total amount spent 
and open encumbrances, and verify it is as you expect. 
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How to Reconcile Transactions

1.Select the 
ledgers for the 
transactions you 
want to reconcile
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How to Reconcile Transactions

2.Select the fiscal year 
and accounting period 
for the month you are 
reconciling 
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How to Reconcile Transactions

3.Select the chartfield 
combinations.

4.Click Search.

For this 
fund group:

Enter these chartfield 
values:

State Department

F&A Source 14101 and 
Department

OSR Source and Project ID

Trust Source
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How to Reconcile Transactions

5. Review the 
transactions.

6. Mark the checkbox 
by the transactions.

7. Click the Reconcile
button.
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Verify Unreconciled Transactions

Verify transactions that have not been reconciled

1. Complete the fiscal year, accounting period, and chartfield from the Basic search 
section.

2. From the Additional Fields search section, select “No” from the Reconciled
dropdown.

3. Click the Search button.



84

Verifying Reconciled Transactions

Verify transactions have been reconciled

1. Complete the fiscal year, accounting period, and chartfield from the Basic search 
section.

2. From the Additional Fields search section, select “Yes” from the Reconciled
dropdown.

3. Click the Search button.

Reconciled transactions will be noted 
with a blue check mark.
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Reconciling:
Review Month End Balance



86

Budget Balance

Find your month-end budget balance

Warning! Remember that budget balances can change if you 
have open encumbrances at month end. It’s best to reconcile as 
close to month-end as possible. Don’t wait too long. 
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Budget Balance

Review the results from the Grand Total lines at the bottom

1. Look at the Pre-encumbered and Encumbered columns. Do you know what those 
transactions are and do you want to do anything about them?

2. Look at the available balance. Is it what you expect to see based on the expenses for the 
month? When you take the previous month's balance and subtract the current month's 
expenses, pre-encumbrances, and encumbrances, does it add up?

3. Actual MTD should match the total of your expenses for the month. If it does not, it means 
you probably missed reconciling a transaction. 
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