
April was a busy month for 
the Payroll department with 
no slow down in sight!  
Here are the latest updates: 
Cleaning up the suspense 
report has been a major ef-
fort this month.   
The payroll staff has been 
concentrating on reviewing 
and reallocating as much of 
those accounts in suspense 
as possible.  If you have 
questions regarding the sus-
pense report, please contact 
Pat Howard at 
phoward@central.uh.edu. or 
Chertty Sue at 
csue@central.uh.edu. Along 
with suspense comes the 

reallocation process.  The 
reallocations will be entered 
throughout the week, and 
the system will process 
them electronically on Fri-

day morning.   
This means that on Friday 
afternoons, you can run 
your departmental suspense 
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report and see what is still 
outstanding.   
Any reallocations made dur-
ing the week, will still show 
on the suspense report until 
the process is run Friday 
morning.   
If you have questions re-
garding reallocations, please 
contact Pat Howard.  
Many thanks to those who 
meet the Payroll deadlines 
on a consistent basis.   
 
Because of your efforts, the 
payrolls are more accurate 
and efficient, which is to 
everyone’s benefit. Keep up 
the great work! 

Payroll Busy Cleaning up Suspense  

More financial reports have 
been added to UHS People-
Soft financials as a result of 
user requests and com-
ments, including three 
budget summary reports 
and two for outstanding 
commitments and procure-
ment activity. The budget 
summary reports were de-
veloped to provide an over-
view of the budget status 
within a department, col-
lege or division. Three 
separate but similar reports 
were developed because of 
the need to look at different 

data to accurately represent 
organizational budgets, pro-
ject grant budgets and reve-
nue estimate budgets: 
The UGL01063 presents a 
summary of expense 
budget, actual expenditures, 
commitments and remaining 
budget for non-project cost 
centers. Cost centers are 
organized by department, 
fund and program, and the 
report uses the most current 
budget period, which for 
this year is BP2002.  
The UGL01064 is similar to 
the UGL01063 except that it 

reports on projects and grants 
and uses all budget periods.  
The UGL01065 summarizes 
both revenue and expense 
budgets and activity for non-
project cost centers, using the 
current budget period. 
These reports can be produced 
from the Financial Reporting 
database and will soon be 
added to the list of reports that 
are published on Report.Web. 
Access to the POS8001 report, 
which is a PeopleSoft deliv-
ered report now tested by 
UHS, has been added to the 
security classes commonly 

New Budget Summary Reports 
assigned to most department 
users. This report allows all 
encumbrance and payment 
activity for a purchase order 
to be tracked. A new open 
commitment report 
(UGL01058) has been devel-
oped to allow users to re-
search open commitments by 
department, purchase order or 
a number of other variables. 
Both commitment reports are 
produced from the Financial 
Reporting database, and in-
structions will be posted on 
the FAST Finance Forms and 
Reference web page. 
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GL Hints 

1.  The Project/Grant Required 
box must ALWAYS be checked 
on the Project/Grant Control 
Rules panel. This allows transac-
tions to update both Budget and 
Actuals ledgers. 
 
2.  Know your SpeedType, but 
forgot the cost center or legacy 
account??  Find out by navigat-
ing:  Go - Define Legacy Proc-
essing - Use - Cost Centers - 
Cost Center - Update/Display.  
Enter Business Unit and Speed-
Type Key; Click OK.  Cost center, 
as well as FRS account will be 
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There are currently a large number 
of classes 
available for 
registration 
and new 
classes are 
always be-
ing added to 
the schedule.  
The current 
schedules 
are listed at 
www.uh.
edu/fast/
FAST-
training.htm. 
“No-Shows” to the classes continue 

to be an issue.  Please make every 
effort possible to attend 
the training for which 
you have confirmed.    
If you are unable to at-
tend, please contact Kris-
tie Fregia either by email 
or phone (3-1962), as 
those on the waitlist will 
be offered the class. 
If you have signed up for 
a class and do not receive 
a confirmation from 
Kristie, please send her 
an email to ensure proper 
registration and proces s-

ing of your registration.  

Training Room Corner 
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Looked at the training 
schedule lately?  A new 
class for PO Vouchers 
and Encumbrances has 
been added to the offer-
ings and new sections of 
other classes are added 
regularly.  

Recommended 
Training Curriculum 
Many questions have been asked 
regarding a recommended order 
of  training classes.  Listed below 
is the suggested order, which is 
also posted to the FAST web site.  
The prerequisites for each of the 
classes offered is also on the 
training schedule web pages un-
der “Course Descriptions.” 
 
Recommended order of classes 
for the GL Process: 
 

1.     GL Orientation 
2.     FS Budget & Account-

ing 
3.     General Ledger Report-

ing 
4.     Basic Financial Query 

(Optional) 
 
Recommended order of classes 
for the Payables Process: 
 

1.     GL Orientation 
2.     FS Payables & Purchas-

ing 
3.     Payables Advanced 

Vouchers 
4.     Travel Requests & 

Vouchers 
5.     PO Vouchers & Encum-

brances 
 
It is also recommended that you 
attend the Basic Financial Re-
ports (no registration needed). 
The schedule is at http://www.uh.
edu/fast/FIN-Training.htm.  The 
General Q&A Sessions, an-
nounced through the list servs, 
are also recommended. You can 
sign up for the list servs at http://
www.uh.edu/fast/FAST-contact.
htm.  

General Finance News 
Document process status 
The Accounts Payable, General 
Accounting and Purchasing depart-
ments are processing documents 
within one to two days of receipt! 
 
Team changes 
and updates 
With the depar-
ture of Craig 
Ness from the 
project, the Fi-
nance Project 
team will be 
working with 
Mike Glisson as the functional 
group responsible for enhance-
ments, on-going maintenance and 
upgrades.   
 
Using Report.Web 
Instructions on using the Report.
Web html client have been posted 
to the FAST Finance website.  Re-
port.Web is currently being up-
graded and the new version will be 
in use shortly.  Contrary to earlier 
reports, the java client is still avail-

able with the new version, and users 
are encouraged to use it. The URL 
for the java client is http://psuh2.
fast.uh.edu/Report.Web/Insight/ . 
Instructions for the use of java are 
being written and will be available 

on the website. 
 
Requisition and jour-
nal entry rollout  
The rollout of online 
departmental journal 
entries and purchase 
requisitions, scheduled 
for April, was delayed 

due to technical difficulties.   
We’re looking forward to training 
in these processes beginning in 
May. 
 
And what month is open?  
A calendar of scheduled monthly 
closing and current general ledger 
status has been added to the Status 
section of the FAST Finance web-
site. Closing and opening announce-
ments will continue to be sent to 
listserv subscribers, so subscribe! 

Subscribe to the Finance 
listserv today by clicking 
to http://www.uh.edu/fast/
FAST-contact. 
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HR Journal Detail Report Cheat Sheet 
Want to figure out those HR Actu-
als or Commitments on your 
1047/1051? Use the HR Journal 
Detail report to trace it to the em-
ployee. The navigation is: 

1.     Go  
2.      Define Budget Encum-

brance 
3.     UHS Reports 
4.     Journal Detail Report  
5.     Parameters 
6.     Update/Display All 
7.     Enter the run control ID, 

click ok,   
8.     Input the parameters 
9.     Select Journal by ID; en-

ter the HR Journal ID 
found on the 1047 or 1051  

10.   For the Journal Data to 
Include box select Payroll 
and Encumbrance 

11.   “Journal Rpt Sort Op-
tion,” select Account 
Journal ID 

Additional information can be en-
tered by clicking on the check box 
for “Additional Selection Data.” 
This will open up the Additional 
Parameters panel. On the Addi-
tional Parameters panel, enter as 
much information from the 
1047/1051 report as possible. The 
more information provided the 
more precise to that specific Jour-
nal ID report will be. Next, click on 
the stoplight to run the report. 

Each HR Journal ID represents ei-
ther an actual or encumbrance 
(commitment). When running the 
report for an actual, the Journal 
Line Reference is the employee’s 
paycheck number, the employee’s 
name and monetary amount. There 
is now enough information to re-
search the funding of the paycheck 
via the reallocation panel, 
(Compensate Employees, Manage 
Payroll Process, UHS Use, Payroll 

Handy Hints from AP Experts 

Reallocation, UHS GL Dist Earn).  
To do this, enter the employee’s 
check number and look at the distri-
bution of his earnings, deductions 
and taxes. The account code and 
dollar amount will match your 
1047/1051-report amount. When 
running the report for an encum-
brance (commitment), the Journal 
Line Reference is the employee’s 
position number, followed by the 
title of the position and the mone-
tary amount. To determine the name 
of the employee, go to Develop 
Workforce, Manage Positions, 
Use, Position Data, Information, 
Update/Display All, enter the po-
sition number. The employees 
name will appear in the Current In-
cumbent quadrant of the screen.  A 
review of the employee’s payroll 
information will assist in research-
ing the remaining issue. 

Below are several shortcuts from 
the experts to make working with 
the AP module easier: 
 
1. Department users were recently 
given access to view the check 
number and check date on the Re-
cord Payment panel of the voucher.   
 
2. If you know the vendor ID num-
ber, you can type it directly into the 
Vendor field on the voucher, rather 
than searching for the vendor with 
the flashlight. When you tab out of 
the Vendor field, the vendor name 
will appear on the panel. 
 
3. Terms of payment default from 
the vendor file. All students, em-
ployees, UH departments and most 
government agencies should be set 
to pay immediately, while other 
vendors are scheduled to pay in 30 
days. If you need to pay a vendor 
earlier than the calculated Net Due 
Date, change the Schedule Due 
Date on the Schedule Payment-Dept 

Use panel. Do not change the Terms 
on the Invoice Header Information 
panel. If you do, the Net Due Date 
will not calculate correctly and you 
may pay interest by mistake. 
 
4. All state-funded vouchers require 
an invoice number. Vouchers with-
out invoice numbers will not proc-
ess through the state system.  If re-
imbursing an employee, you can 
use the employee’s last name and 
current date as the invoice number.  
 
5. Most vouchers payable to the 
University Houston are for SCR 
transactions. To view these vouch-
ers in the voucher panels, use busi-
ness unit SC730 or SC783. The 
SCR number appears in the Invoice 
and Description fields on the 
voucher.  
 
6. It is possible to change the 
amount, account or cost center on a 
budget checked voucher before it is 
sent to Accounts Payable.  If the  

amount needs to be changed, 
change the gross amount on the In-
voice Header Information panel and 
the voucher line and distribution 
amounts on the Line Information 
and Charges panel. Then, re-budget 
check the voucher. The budget will 
be adjusted by the amount of the 
change.  If  the account and/or cost 
center need to be changed, add a 
voucher line on the Line Informa-
tion and Charges panel by clicking 
on the outside scroll bar and insert-
ing a row (F7).  Type the correct 
amount, account, and cost center on 
the new voucher and distribution 
lines and change the amount on the 
original voucher and distribution 
lines to zero.  Then, re-budget check 
the voucher. If amounts, accounts or 
cost centers need to be changed af-
ter a voucher is sent to Accounts 
Payable, contact Accounts Payable 
for assistance.  If the voucher has 
posted, a Journal Voucher is needed 
to correct the account and/or cost 
center. 


