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Budget Concepts   

Account Structure: 

 
Fund  
(XXXXX) 

In what group does the Department ID belong?   
The Fund is implied from the Department ID. This 
number is important to the year end financial reports, 
but is not normally useful the end users of the system 
 

Department ID 
(XXXXXXX or 
XXXXXXXXX) 
 

Who owns the information?  
(can also be a financial reporting tool for grant funds) 

Project ID 
(XXXXXXXX) 
 
 
 
Account  
(XXXX or 
XXXXXX) 
 

Used exclusively for grant funds.  Used for sponsored 
programs that are temporary in nature and for which 
revenues and expenditures may accumulate over more 
than one fiscal year.   
 
What type of transaction was it?  
(Revenue or Expense, etc.)  
 
Account numbers that start with '5' (5000 to 5999) are 
Revenue accounts.  
 
Account numbers that start with '9' (9000 to 9999) are 
Expense accounts.   
 
Six digit account codes are sub-sets of the four digit 
account codes. 
 

 Example:   9370   – Supplies 
  937030 – Copying Supplies 
   
Program Optional code used to further refine expenses. 
 
  



 
 
 
 
 

PeopleSoft Financials 9.2 

 

Budget 9.2.docx 10/01/18 Page 3 of 37 

Encumbrances 

 

 

 

 
An Encumbrance is a commitment to spend a certain amount of money for a 
certain thing. 
 
A Pre-encumbrance is created when a Requisition is budget-checked and is 
removed when the Purchase Order is created for the requisition. 
 
An Encumbrance is created when a Purchase Order is budget-checked and is 
removed when an invoice is applied to the purchase order. 
 
When an approved invoice is received in Accounts Payable they apply the 
invoice against the Purchase Order by creating a Voucher. An Expended 
transaction is created when a Voucher is budget checked. Accounts Payable 
checks are created from Vouchers.  
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The Purchasing Cycle 

(Purchases Over $10,000) 
 
Step End User Purchasing  

Office 
 

Supplier Accounts Payable 
Office 

1. (Requestor) 
Enter Requisition on TRAX. 
Make sure requisition passes 
budget check (This creates 
the Pre-encumbrance) 
 

   

2. (Approver) 
Approve requisition 
 

   

3.  Create Purchase 
Order and send to 
Supplier 
(This creates the 
Encumbrance) 
 

  

4.   Fill order from 
Purchase Order 
and send Product 
to Requestor 
 

 

5. Receive Product   
 

 

6.   Send Invoice to 
Accounts payable 

 

7.  
 

  Send Invoice to 
Requestor 
 

8. Verify and sign Invoice and 
send to Accounts Payable 
 

   

9.    Create Voucher to pay 
invoice. (This liquidates 
the encumbrance and 
creates the Expended 
amount.) 
 

10.    Create  check and send to 
Supplier 
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Appropriations 

 
93A Appropriation for Operating Expense 

 
Appropriation  Amount  
93A  $300 

 
 

Account Description Amount Type 
9333 Food Expense $100 Track 
9370 Supplies $100 Track 
9382 Travel  $100 Track 
  $300  

 

 
Budget Terminology 
  
Appropriation Amount 
 

Appropriation is the sum of the account budgets within a Department ID and within 
the same account category (operating expenses, cost of good sold, etc.)  TRAX 
allows users to overspend a specific account budget as long as the Appropriation is 
not exceeded.  These are also referred to as “rollups”. 
 

For example:  Appropriation 91A = the sum of all 91XX accounts 
Appropriation 93A = the sum of all 93XX accounts 

 

Baylor Appropriations 
 

 91A Personnel   
 919A Other Fringe Benefits 
 92A Student Wages 
 923A Graduate Student Stipend 
 93A Operating Expenses 
 931A Contract Services 
 935A Personnel Recruiting 
 95A Cost of Goods Sold 
 96A Library Acquisitions 
 97A Capital Expenditures 
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Baylor Budget Pages 
 
Budget Inquiry 
 
The Budget Inquiry displays a "bird's-eye view" of the Department ID.  The 
Project Budget Inquiry displays a “bird’s-eye view” of the Project ID. 
 

 

 Budget 
 Budget Inquiry 

 

 

 
 

 
 Select the Department 
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radio button and enter your department number or 
(optional) click Look up Department (the 
magnifying glass) to see a list of available 
departments. 

 

 
 

Enter the Budget Period 
This will be the fiscal year (2015) or  
ALLPER (All Periods) if the fiscal year of the 
department is different from that of Baylor’s  
 

 

 Click Search 

 
 
 

Department Budget Inquiry 
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Department Information 
 
 

   
   

 
 Business Unit 

  
Will always be BEARS 
 

 
 Department 

Project 
The department or project ID 

 

 

 
 Budget Period 

 
Will be the same as the fiscal year 
 

 
 
 
 
 
 

  

 
 

 Export to PDF 
 

This will create a print preview of the 
information on the page that can then be 
sent to the printer. 
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Budget Totals 
 

 
  
Budget Revenues Total amount expected to come into the department or project 

 
Actual Revenues Total Year to Date amount of funds received by the department 

or project 
 

Revenue Balance Revenue not yet received. 
(Budgeted Revenue less Actual Revenue) 
 

Budget Expenses Total amount department or project will be allowed to spend 
 

Requisition Expenses Expenses related to requisitions that have not been turned into 
purchase orders  
 

Purchase Order  
Expenses 

Expenses related to requisitions that have been turned into 
purchase orders, but have not yet been invoiced. 
 

Actual Expenses Requisitions that have been invoiced, vouchers and journal 
entries 
 

Expense Balance Remaining allowed expenditures. (Budgeted Expenses less 
Requisitions, Purchase Orders, and Actual) 
 

Net Budget Budgeted Revenues less Budgeted Expenses. 
 
Note:    Some departments are Cost centers and will always have 

more expenses than revenues 
 

Net Actual Actual Revenues less Budgeted Expenses 
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Account Detail 
 

 
 

Account Type of revenue or expense 
 5XXX accounts are revenue 
 9XXX accounts are expense 

 
Description Description of revenue or expense account 

 
Budget Total amount budgeted for the account. 

 For revenue lines, click this link to open the Budget Revenue Inquiry (Budgets) 
page. 

 For expense lines, click this link to open Budget Expense Inquiry (Budgets) 
page. 

 
Requisition Requisitions that have not yet been turned into Purchase Orders (expenses only).   

 Click this link to open Budget Expense Inquiry (Requisitions) page. 
 

Purchase Order Requisitions which have been turned into Purchase Orders but have not been invoiced 
(expenses only).  
 Click this link to open Budget Expense Inquiry (Purchase Orders) page. 
 

Actual Actual year to date expenses or revenue recorded. 
 For revenue lines, click this link to open the Revenue Inquiry (Recognized) 

page. 
 For expense lines, click this link to open Expense Inquiry (Expended) page. 
 

Balance Revenues – Amount not yet received 
Expenses – Amount which can still be spent 

  
Use the Scroll Bar to review all the accounts for the Department or Project ID 

 
If the Internet browser uses a “Pop-Up Blocker”, the budget details pages may not display from this page.  
“Drilling-down” to the detail information opens a new Internet Explorer Window.  Having multiple windows 
open causes a TRAX session to “Time Out” if any of the windows is inactive for more than forty-five 
minutes.
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“Grid” Commands 
 

 
  

 

 Find – Search the contents of the Grid 
 

 
Downloading information to a spreadsheet 
 

 

 (Optional) Download – Export information to an Excel 
Spreadsheet.  This works with any page that uses this “Grid” 
format. 

 
Note: Depending on the Internet Browser settings, the user may need to hold down the 

control key on the keyboard while clicking on the icon to enable the download. 
 
 
 

 

 File should appear in the bottom left corner 
of your screen.  Click the file to open it.  
 

 
 
 
 

 

 You can also click the down arrow and 
select Always open files of this type 
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Totals for Account Ranges  
 

 

 Click on the Budget Rollups radio 
button to see the totals for budget 
account ranges 

 

 
 

Account Type of expense  
(Revenue account ranges will not be displayed) 
 

Description Description of expense account 
 

Budget Total amount budgeted for the account 
 

Requisition Requisitions that have not yet been turned into Purchase 
Orders  
 

Purchase 
Orders 

Requisitions which have been turned into Purchase Orders 
but have not been invoiced  
 

Actuals Actual year to date expenses or revenue recorded 
 

Balance Amount which can still be spent 
 
Remain % 

 
Balance divided by budget 
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Operating Expenses 
 

 

 Click on the 93XX Subtotals tab to see the 
Operating Expense accounts 
Note:  This view is not available on the 
Project Budget Inquiry. 

 

 
 
Account Type of expense  

(Revenue account ranges will not be displayed) 
 

Description Description of expense account 
 

Budget Total amount budgeted for the account 
 

Requisitions Requisitions that have not yet been turned into Purchase Orders  
 

Purchase 
Orders 

Requisitions which have been turned into Purchase Orders but 
have not been invoiced  
 

Actuals Actual year to date expenses or revenue recorded 
 

Balance Amount which can still be spent 
 
Remain % 

 
Balance divided by budget 
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Actuals Detail 
 

The Actuals Detail can be found by simply drilling down on any number in 
the Actuals column of the Budget Inquiry.   
  

 

 

  Click on the amount in the Actuals column on the account line you 
wish to view.   
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This view will show you a list of all the transactions that have occurred since 
the beginning of the fiscal year for the department (or project) and account 
that you have selected.   
 
If the transaction occurred in the TRAX system (such as a Voucher, 
Requisition or Purchase Order), you can click on the transaction and drill 
down even further to other inquiry screens.   
 

  Click Export to PDF for a printable PDF version of 
the Department or Project Actuals History report  

 
 

 
 Click the blue link in the Document ID column to 

open the Voucher Inquiry page. 
(This does not apply for the Journal Voucher (JV) 
Entries as these entries were usually not done in the 
TRAX system.) 
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 Click the Actions dropdown to get the   

actionable options to choose from 
 

 

 Click Payment Information to pull up the 
payment information 

 

 
 

 
 

 Click Payment Reference ID  to pull up the Payment 
Inquiry Panel 
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 (Optional) Click Show all Columns  
 

 

 

 
  Click Back to Voucher Inquiry to return to the 

previous page. 
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Budget Detail 
 

Similar to the Actuals Detail, by clicking on the number in the Budget column 
you can see the Original Budget Entry and any increases or decreases for that 
account.   

 

 

  Click on the amount in the Budget column on the account line you 
wish to view.   
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This view will show you a list of all the budget entries that have occurred 
since the beginning of the fiscal year for the department (or project) and 
account that you have selected.   
 
 
 

  Click Export to PDF for a printable PDF version of 
the Department or Project Budget History report  
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Requisition Detail 
 

By clicking on the number in the Requisition column you can see any activity 
that currently is in the Requisition status.  Requisitions charged to the account 
that have passed budget check, but do not have a related Purchase Order will 
appear on this page.   When a PO is budget checked, the amount will move 
from the Requisition panel to the Purchase Order panel. 
 

 
 
  Click on the amount in the Requisition column on the account line 

you wish to view.   
 

 
 

  Click Export to PDF for a printable PDF version of 
the Department or Project Requisition History 
report  
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Purchase Order Detail 

 
By clicking on the amount shown in the Purchase Order column you can see 
any activity that currently is in the Purchase order status.  Purchase Orders 
charged to the account that do not have a related voucher will appear on this 
page.   When Accounts Payable applies a Voucher to the PO, the amount will 
move from the Purchase Orders panel to the Expended panel. 
 

 
 
  Click on the amount in the Purchase Order column on the account 

line you wish to view.   
 

 
 

  Click Export to PDF for a printable PDF version of the 
Department or Project Purchase Order History report 

 



 
 
 
 
 

PeopleSoft Financials 9.2 

 

Budget 9.2.docx 10/01/18 Page 23 of 37 

Revenue Estimate Inquiry 
 
Displays the estimated budget for specific Revenue Accounts 
 

 
 
  Click on the amount in the Budget column on the account line you 

wish to view.   
 
 

 
 

  Click Export to PDF for a preview of the Budget 
Revenue History report 
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To display the actual revenue received for a specific Revenue account, click 
on the amount in the Actuals column.   
 

 
 
  Click on the amount in the Actuals column on the account line you 

wish to view.   
 

 
 
This page displays the revenue that has been posted to the account. 
 
 

 

 
 Click Export to PDF for a preview of the Revenue 

Actuals  report  
 
 

Note:  The transactions with a Reference beginning with “DD” are 
Department Deposit Receipts.  The first few characters of the 
Description will list the Transaction ID for that Department Deposit 
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Baylor Combined Budget Pages 
The Combined Budget Inquiry Pages display a "bird's-eye view" of the range 
of Department IDs selected by the user.  The report details the total Budgeted 
Amount, the outstanding Pre-encumbrance and Encumbrance Amounts, and 
the current balance.  The pages display the totals broken down by either 
Department ID, Project ID, and by Account.  
 
Note: The Combined Department by Account and Combined Account by 
Department require a Report Request to be created prior to use.  The 
Combined Department by Project does not.   

 

Creating a Report Request 
The Report Request pages determine which the Department ID(s) will show 
up on the report or in the Combined Budget Pages.  A user can have as many 
report requests as needed.  Add or update a report request one of the following 
ways: 
 

 

 

 Reporting 
 Report Requests 

 Add/Update Report Request 
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 Click Add a New Value 

 
 

 
 

 

 Enter the Request ID 
  
 
 Click Add 
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 Enter a Department number. 
 

 (Optional) Click Look up Department to see a list of 
available departments. 
 
Press the Tab key to see the description. 

  

 
 To add additional Department ID numbers click the 

Add New Row button 
 

 
 To delete Department ID numbers click the Delete 

Row button 
  

 
 Once all the Department IDs have been added, click 

on the Save button to save the Request 

 

 

 
 



 
 
 
 
 

PeopleSoft Financials 9.2 

 

Budget 9.2.docx 10/01/18 Page 28 of 37 

Updating a Report Request 

 

 

 

 Reporting 
 Report Requests 

 Add/Update Report Request 
 
 
 
 
 
 
 
 
 
 

 
 
 

 

 
 

 
 Click Search to see a list of available report 

requests 
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 Click on the Request ID to update 

 
 

 
 To add additional Department ID numbers click 

the Add New Row button 
 

 
 
 

 

 Enter a Department number. 
 
 

 (Optional) Click Look up Department to see a list 
of available departments. 
 
Press the Tab key to see the description. 

 

 
 To delete Department ID numbers click the Delete 

Row button 
  

 
 Once all the Department IDs have been added, 

click on the Save button to save the Request 
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Combined Views 

You can combine these views by displaying a "bird's-eye view" of a range of 
Department IDs selected by the report request. The page displays the total 
Budgeted Amount, the outstanding Pre-encumbrance and Encumbrance 
Amounts, and the current balance.  The page also displays the totals broken 
down by Department ID (depending on which radio button options are 
selected). 
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 Select the Project radio button, then enter the 

Project ID with the desired departments  
 

 
 The Budget Period will automatically be 

listed as ALLPER 
 

 Click Search 
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Group By Account 
Uncheck the Department ID (or Project) checkbox and make sure the Account radio 
button is marked.   
 

 
 

 
 
Account Type of revenue or expense 

 

Description Description of revenue or expense account 
 

Budget Total amount budgeted for the account 
 

Requisition Requisitions that have not yet been turned into Purchase 
Orders (Expenses only) 
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Purchase Order Requisitions which have been turned into Purchase Orders 
but have not been invoiced (Expenses only) 
 

Actual Actual year to date expenses or revenue recorded 
 

Balance Revenues – Amount not yet received 
Expenses – Amount which can still be spent 

 
Group By Account Type 
Uncheck the Department ID (or Project) checkbox and make sure the Account 
Type radio button is marked.   
 

 
 

 
 
 
Desc 
 

Description (Name) of the Department ID 
 

Type Specifies totals as Revenue or Expense  
 

Budget Total amount budgeted for the account 
 

Requisitions Requisitions that have not yet been turned into 
Purchase Orders (Expenses only) 
 

Purchase Orders Requisitions which have been turned into Purchase 
Orders but have not been invoiced (Expenses only) 
 

Actuals Actual year to date expenses or revenue recorded 
 

Balance Revenues – Amount not yet received 
Expenses – Amount which can still be spent 
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Budget Rollups Displayed By Account 

Select the Budget Rollups radio button and group by Account to see the totals 
for budget appropriate account ranges for the departments in the report 
request. 

 
 
Account Type of expense  

(Revenue account ranges will not be displayed) 
 

Description Description of expense account 
 

Budget Total amount budgeted for the account 
 

Requisition Requisitions that have not yet been turned into 
Purchase Orders  
 

Purchase Order Requisitions which have been turned into Purchase 
Orders but have not been invoiced  
 

Actual Actual year to date expenses or revenue recorded 
 

Balance Amount which can still be spent 
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Combined Department by Account  

In the first screen, uncheck the Department ID checkbox and make sure the 
Account radio button is marked (as shown below). 
 
The Combined Department by Account Drilldown page displays the Budget, 
Requisition, Purchase Order and Expense detail for a specific account in the 
range of Department IDs specified in the Report request. 
 

 
 
The Combined Department by Account Drilldown page displays the Budget, 
Requisition, Purchase Order and Expense detail for a specific account in the 
range of Department IDs specified in the Report request. 
 
Click on the account you wish to view.   
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The first screen will show you a summary of the total amounts for the range of 
departments you entered.  By marking the Department (or Project) checkbox 
again, the information displays a breakdown by department for the selected 
account.   
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Notes: 


