
Budget Training for Beginners



• Chartfields & what they mean
• Managing your budget
• Grants and Projects
• Getting information from 

PeopleSoft Financial system

TOPICS TO BE COVERED



• Departmental operating budgets
• Grant awards
• Other Projects

Types of Budgets



PeopleSoft Chartfields
Chartfield Code Ex: DEPT Ex: GRANT Ex: PROJECT

Fund 3 digits 100 375 330
Department 5 digits 60100 10600 46800

Account 4 digits 2430
Project / Grant 5 or 6 

digits
101172 01056

Program Code 3 digits 250

Operating Unit 
(formerly 
building code) 
[opt]

2 alpha
characters

GH



• Chartfield- is the complete set of financial codes containing the 
following fields: 

• Speedchart- is a shortcut used to enter a chartfield string with 
auto-fill technology 
o For Departmental spending, use the Department number with a D on the end. This will 

populate the entire chartfield string except the Account, which will need to be populated 
manually.

o For Project/Grant spending, use the Project/Grant number with a P on the end. This will 
populate the entire chartfield string except the Account, which will need to be populated 
manually.

o When purchasing an asset (a piece of equipment with a value of $5,000 or greater and useful 
life of 2 years or more), use the Department number with DEQ or the Project/Grant number 
with PEQ. These will populate the entire chartfield string.

• Examples:

Chartfields vs SpeedCharts



• Fund (3 digits)
o Fund 100 - activity coincides with fiscal year (July 1st to Jun 

30th) ; does not rollover yr to yr
o Non-fund 100 (e.g. 330, 332, 392, etc) are continual & roll 

across fiscal years

• Three main types of funds
o Unrestricted (UR)
o Temporarily Restricted (TR)
o Permanently Restricted (PR)
( Quasi-restricted  are a combination- (UR- P/T)

PeopleSoft Chartfields



PeopleSoft Chartfields



• TR and PR funds carry various restrictions or time 
delays regarding the usage and movement of funds
o PR funds do not allow outbound Inter-fund transfers
o It is generally not advisable to transfer funds from 

Unrestricted funds into Restricted funds as once amounts 
are transferred in they may not be transferred back due to 
the limitations imposed on Restricted funds

• Reallocation of Actual expenses
o Actuals can be transferred between UR, TR, and PR funds 

as long as the expense meets the requirements or 
limitations for that fund

o Is often used in lieu of transferring budget funds

PeopleSoft Chartfields



• Inter-Fund Transfer Requests

o If it involves only Fund 100 departments- the request 
should be sent to the Budget office only

o If it involves only Non-fund 100 projects/grants (e.g. 330,  
332, 392, etc)- the request should be sent only to the 
Controller’s Office

o If it involves both Fund 100 & Non-fund 100 accounts- the 
request should be sent to both the Budget office and the 
Controller’s Office as there are two sets of entries required.

PeopleSoft Chartfields



• Department (5 digits)

o Has an annual allocation or “beginning budget” that coincides 
with fiscal year (July 1st to Jun 30th)
 Fields Required Fund 100 / Dept ID / Account # / Program code 
 Typically see it written 60100D (speedchart) or 100601002430250

o Does not rollover year to year

o In May, fund 100 budgets are sent out for review/request in 
preparation for the coming year

PeopleSoft Chartfields



• Department Rollups 

• Budget checks occur at 
the Organization Group or 
“ORG_GROUP” levels for:

 Organization Group
 Departments
 Individual Account lines

PeopleSoft Chartfields



Account (numeric 4-digits)
• Details the type of Expense, Revenue, Asset or Liability

• If the code starts with..
1*** = Revenue - Tuition, Ticket Sales, etc.
2*** = Expense - Salary, Wages, Supplies, etc.

21** - Payroll Expenses
22** - Fringe Benefit Expenses
23** through 26** - Department/Project/Grant operating expenses
27** - Scholarships, Student Aid
28** - Transfers between Funds
29** - Utilities and Accounting Specific

3*** = Construction in Progress - used exclusively with Fund 730
4*** = Student Organizations - used exclusively with Funds 884/885
5*** = Assets - Equipment, Investments, etc.
7*** = Liabilities - Accounts Payable, Bond Payable, etc. 

• A more detailed list of active 2***, 3***, and 4*** accounts can be found by clicking on 
the Training Tile and review the documents under the “Accounting Information” heading.

PeopleSoft Chartfields



• Account
o Account type Examples

o Expenses are budgeted by categories
 Staff salaries & wages 2110, 2112, 2131, 2135
 Temporary (2143) / overtime (2137) salaries & wages
 Fringe benefits (2198)
 Federal Work Study (2176)
 University student wages (2175)
 Operating budgets (2XXX)

o Account 2831 - transfers between funds (e.g. from 100 to 330 
or from 330 to another 330)

PeopleSoft Chartfields

Expenses start with 2XXX Revenues start with 1XXX

2654 Travel
2430 Office Supplies
2510 Computer Software

1120 Undergraduate Student Fee
1210 Federal Grants and Contracts
1403 Women’s Hockey Ticket Sales



Grant Account 
Structure:
- 4 digit expense 
account 
numbers are 
mapped to an 
alpha-numeric 
account 
structure

PeopleSoft Chartfields



• Project / Grant 
o Projects (5 digit)-
 No real "beginning budget“
 Can only spend up to revenue or transfers once received

o Grants (6 digit)-
 Budget based on a proposal/award letter or contract 
 Controlled at direct vs indirect levels (budget errors will 

occur if you try to spend the indirect amounts)
o Both can 
 Run across multiple fiscal years and have end dates that may not 

coincide with Clarkson’s June 30th fiscal year end.
 Fields required: Fund # / Dept ID / Project or Grant # 
 Typically see it written 01056P (speedchart) or 3304680001056

PeopleSoft Chartfields



• Program Code (numeric 3-digits)
o Refers to the type of activity involved and Provides financial statement 

classification (i.e. Instruction, Student Support, etc.)
 Examples:

200 – Instruction
210 – Research
240 – Student Services
250 – Institutional Support

o Mandatory when using an Account that starts with a 1*** or 2***
 Accounts starting with a 1*** use a Program Code starting with a 1**
 Accounts starting with a 2*** use a Program Code starting with a 2**

• Building Code (optional- 2 alpha characters)
o Indicates Physical location on campus (e.g GH- Graham Hall, SC- Science 

Center)

PeopleSoft Chartfields



Questions ?

PeopleSoft Chartfields



• Know what is committed in order to 
understand what is remaining that is 
discretionary

• Encumbrances

• Other non-encumbered commitments

Managing Your Budget



These items will absorb operating 
budget dollars:

• Requisitions / Purchase Order items
• Leases
• Optional - travel authorizations

Encumbered Items



• Salaries and wages

• One Card activity

• Internal charges
o Telephone long distance
o Postage
o Supplies

Non-encumbered Items



• Regular staff – budget should equal amount 
of payroll appointment

• Savings from employee turnover reverts to 
the University General fund;  re-deployment 
is at the University’s discretion

• Temporary & OT wages – need to pay 
attention to stay within total, transfer funds 
if budget is exceeded

(non-Enc) Salaries & Wages



• Federal Work Study
o 75% federal funds , 25% University match
o Nvision report Combines total for your ease
o Can be spent only for restricted purpose
o SAS will verify student eligibility
o Every effort is made to ensure funds are used
o If full allocation will not be spent, transfer funds where 

the will be utilized
• University Student Wages

o Can be paid to any student
o Need to monitor to stay within allocation

(non-Enc) Student Wages



• University budgets based upon costs such 
as medical, worker’s compensation, tuition

• Allocated to departments based upon dollar 
amount of salary

• You do not need to worry about fringe 
benefits in managing operating budget

(non-Enc) Fringe Benefits



• Sub-totaled separately for budget 
purposes

• Budget checking at operating budget 
total level

• Individual line items may go over 
budget

Operating Budget



• Funds are subtracted from budget as soon as a 
requisition is budget checked or TA approved

• When PO or TA is paid, encumbrance goes away, 
actual expense increases

• Can drill on encumbrance balance to see what 
PO’s/TA’s are outstanding

• If final payment has been made and there is still 
an encumbrance balance, notify Accounts 
Payable department to remove remaining 
encumbrance balance

Encumbrances



• No encumbrances

• Can do expense report as soon as charges appear

Purchasing Card



 Postage & supplies can be estimated on monthly 
average or planned projects

 Telephone tolls can be anticipated

 Average monthly charge times remaining months 
at any point in time

Scheduled Payments



 Dashboard

 Budget Inquiry

 Transaction Queries

 nVision Reports

Financial Inquiry/ Reporting
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