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Finding a Fund Balance for Trust and OSR Funds with
the G/L Fund Balance Report

Overview

A fund balance represents the life-to-date net worth of a fund. One way to find the fund
balance is by running the G/L Fund Balance Report, a SAS report in InfoPorte. The source
of this report is the GL Actuals ledger.

Use the report to check your fund balance at any time to see where your funds stand on the
GL Actuals Ledger. The balance reflects only posted transactions. You can also compare the
fund balance to the budget balance for your fund to see how far apart they are.

The report has four tabs, and all of them show a beginning and ending fund balance and a
summary and detail view on the same screen. Each tab varies as follows:

l The first tab presents results by fund group and account type.

l The second tab presents results by fund group, account type and account.

l The third tab presents results by department and account type, and lets you drill
down to the source.

l The fourth tab shows changes in assets and liabilities by account.

You can also find a fund balance by running the Comprehensive Financial Summary
Report. For more information, see Finding a Fund Balance for Trust and OSR Funds with
the Comprehensive Financial Summary Report.

How to Run the Report

Follow these steps to find a funding balance for trust and OSR Funds with the
Comprehensive Financial Summary Report:

1. Open InforPorte and navigate to:

Finance Menu > Finanial Reporting tab > Cash/Bal tab

2. Choose the G/L Fund Balance Report link.

1



Result: The system displays the G/L Fund Balance Report with the G/L Fund Balance
- Summary Level tab showing.

Note: The system automatically starts searching and returning results when you open
a tab, or each time you change the search filters. There is no Search button on the
SAS report screens.

3. Do one of the following:

l Stay on the G/L Fund Balance - Summary Level tab to see revenue and expense
totals summarized by fund group and account type, along with the beginning and
ending fund balance. A detail level shows each expense and revenue amount by
account and accounting period.
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l Click the G/L Fund Balance - Account Level (A) tab to see revenue and expense
totals summarized by fund group, account type and account, along with the
beginning and ending fund balance. A detail level shows each expense and revenue
amount by account and accounting period.

l Click the G/L Fund Balance - Account Level 4 (B) tab to see revenue and expense
totals summarized by department, source, and account type, along with the
beginning and ending fund balance. A detail level shows each expense and revenue
amount by account and accounting period.

l Click the G/L Asset & Liability Changes tab to see asset and liability changes
summarized by department, fund group and account along with the beginning and
ending fund balance, called the year-to-date total amount on this screen. A detail
level shows each change by account and accounting period.

8. Fill in the search fields.

l For Trust funds, it's best to filter on source to narrow your results, but with these
trusts, enter an additional filter:

o For trusts allocated across multiple departments, enter a source and
department ID.

o For endowment trusts, enter a source and fund code. Depending on which
fund you enter, your results will include principal or income, as appropriate.

l Note: Sources for endowments have more than one fund. Some funds are
for income, some are for principal.

l For OSR funds, it's best to filter on project.
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In this field: Do the following:

Business Unit The business unit represents the UNC-Chapel Hill schools and
divisions, UNC General Administration, and foundations.

Enter the business unit for the balance you want to see. Possible values
include:

l uncch for University transactions

l uncga for General Administration transactions

l chXXX for foundation transactions. Each foundation has its own
business unit. Most begin with CH, and are followed by three
letters identifying the foundation, such as CHBUS for the Business
Foundation and CHLAW for the Law School Foundation.

Note: Based on your user profile, the system may fill in this value for
you. Change the value if necessary.

Fiscal Year The fiscal year runs from July 1 to June 30. The default value is the
current fiscal year. You can change this to a different fiscal year if you
need to.

Leave the default value if you want to see your fund balance for the
current fiscal year.

Notes: If you need to see the previous fiscal year, be sure to change the
Budget Period to the prior year too.

Accounting Period The accounting period is a numeric representation of each calendar
month starting with 0 as the Beginning Balance period. July = 1,
August = 2, September = 3 and so on until ending with June = 12. The
accounting periods align with the fiscal year.

Mark all accounting periods starting with 0 through the current period,
to get your current beginning and ending fund balance.

Tip: Right-click inside the Accounting Period area and choose Select
All to mark all periods at once.

Fund Code The fund code represents two things:

l the major fund group, which is a high-level grouping of funds such
as State funds or Endowment funds

l the general purpose of the fund

The first three digits identify the fund group; the last two identify the
purpose.

Only select fund codes for endowment trust funds. Depending on which
fund you enter, your results will include principal or income, as
appropriate.
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In this field: Do the following:

Source Source identifies where the money is coming from within the major
fund group. It identifies the source of the funds at a specific level of
detail, such as an individual gift, scholarship, or activity. The source has
five digits. Source ranges only work with specific fund ranges. The
Chartfield Structure insert document called Fund Ranges With Their
Matching Source Ranges shows a list of all fund ranges and the
corresponding range of sources.

Enter the source if you're searching for a trust fund balance.

Project Project identifies a unique ID assigned by either OSR for a grant or
Accounting Services for a capital improvement project.

Enter the project ID if you're searching for fund balances for contracts
or grants.

Department The department represents who is using the funds and contains six
digits. The first three digits specify the high-level organizational unit. A
list of department ranges is found in the Chartfield Structure reference.

Only mark a department if the trust, contract or grant you're searching
for is shared by multiple departments. Otherwise, do not mark
anything.

If you do need to mark a department, start by marking the highest
level, Level 4, which is the default filter and represents a school or
division. Drill through the filters by clicking Level 4, Level 5, and so on
to narrow the results. Mark the appropriate department at each level,
until you find the smallest level you need, and mark it.

5. Leave the default values in the other search fields.
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Result: The system displays the fund balances for the tab you chose, with the
summary in the middle of the screen and the detail at the bottom. See the screenshots
for the tab you chose in the respective procedure below. For descriptions of each field
in the search results, see Understanding the Search Results on Fund Balance Reports.

G/L Fund Balance - Summary Level Tab

1. If you chose the Summary Level tab, review the balances. Scroll down or right to see
more rows and columns, or maximize the windows by displaying and clicking the
Maximize icon.

Note: The Detail Level screens below do not represent all rows and columns due to
space constraints.
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G/L Fund Balance Account Level (A) Tab

1. If you chose the Account Level (A) tab, review the balances. Scroll down or right to see
more rows and columns, or maximize the windows by displaying and clicking the
Maximize icon in each window.

Note: The screens below do not represent all rows and columns due to space
constraints.
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G/L Fund Balance Account Level 4 (B) Tab

1. If you chose the Account Level 4 (B) tab, review the balances. Scroll down or right to
see more rows and columns, or maximize the windows by displaying and clicking the
Maximize icon in each window.
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Note: The screens below do not represent all rows and columns due to space
constraints.
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G/L Asset & Liabilities Tab

1. If you chose the Asset & Liabilities tab, review the balances. Scroll down in either the
Summary or Detail section to see more rows, or maximize the windows.

Note: The Detail Level screens below do not represent all rows and columns due to
space constraints.
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Exporting to Excel

Export search results to Excel to save a report. You can export either summary or detail
views of search results.

To export search results to Excel, do this:

1. Click on any row in the search results:

Result: The system displays a double arrow in the upper right-hand corner of the
search results.

2. Click the double arrow and then click the Export Data button.
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3. Choose the report criteria you need.

4. Click OK.

Note:Excel downloads don't work well in Internet Explorer. If you have problems
downloading the report, save the file before opening it.
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