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Transaction Code Balances 

Why is this report useful? 

This report shows transaction code balances for either actual, plan (which includes chest allocation) or encumbrances. The layout shows opening and 
brought forward balances, activity for the year to date (or just one month if desired) and the cumulative balance at the end of the specified period(s).  

From here you can then either drill down using the GL online enquiry functions or run an Accounts Analysis report (see section below) to analyse all the 
individual transactions from AP, AR etc. that make up the transaction code balances. 

Note: Unlike the Budget to Actual report, the Transaction Code Balances report does not compare plan and actuals. Instead, it shows either plans, actuals 
or encumbrances, a choice that must be made in the initial selection parameter. 

There are three versions of this report. 

Transaction Code Balances 

Shows opening and brought forward balances, activity for the year to 
date/one month (as selected) and the cumulative balance at the end of 
the specified period(s). Can restrict to selected transaction code/s. 

Transaction Code Balances – Alternative (UFS) 

This is an alternative version of the standard report, with a format 
designed to simplify downloading into Excel. It contains subtotals and a 
grand total. 

Transaction Code Balances – Excel (UFS) 

Another version of the standard report, but completely stripped of 
subtotals, grand totals and header information on all but the first page. It 
is more a data extract than a report and is the best version for export to 
Microsoft Excel. 

Parameters screen 
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Parameters 

Parameter Option  Result 

Balance Type 

Budget 
Shows plan totals, including chest allocation, for each transaction code in the selected account 
ranges  

Actual 
Shows actual expenditure, income and brought forward balances for each code in the selected 
ranges. This includes the chest allocation which is added to income on a monthly basis. 

Encumbrance 
Shows balances for a selected commitment type posted into the General Ledger from the 
Purchasing module 

Budget or 
Encumbrance Type 

Plan (Do not choose Allocation for FY 
18/19 onwards) 

Plan – locally set departmental budgets across all sources of funds for both income and 
expenditure (includes any Chest Allocation) 

Encumbrances 

• Commitment  

• Invoice  

• Manual  

• Obligation  

The rest are not used by the University 

Commitment – items on an approved PO which have not been received or invoiced 

Obligation – shows any items on an approved PO that have been received 

Invoice – shows items on an invoice that has been entered and matched to a PO but not yet 
converted to an ‘actual’ (normally prior to Secondary Invoice Approval). 

Manual – shows items from a commitment journal (if used) 

Period Name Choice of periods 
The report shows cumulative balances for the financial year, up to and including the period 
chosen here. 

Dept Segment 
Value 

Enter your department two letter ID 
code 

For example AR for the Press & Publications Office 

Page-break 
Segment 

• Cost Centre 

• Source of Funds 

• Transaction Code 

Whichever is chosen, the report will page-break and subtotal for that choice. 

Page Break 
Segment Low/High 

Low/High Range Available Allows input of the range of account codes you wish to see.  

Secondary Page 
Break Segment 

• Cost Centre 

• Source of Funds 

• Transaction 

Whichever is chosen, the report will subtotal (within the primary segment). 
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Parameter Option  Result 

Page Break 
Segment Low/High 

Low/High Range Available Allows input of the range of account codes you wish to see.  

Currency Type 

Entered GBP 

Translated 
Whatever currency the source transaction was captured in will be converted to the currency 
selected in the next field, usually GBP. 

Budget Start Period Enter a Period You will see your phased* allocation for that month 

 
*Phased – spread of budget over financial year 

Report output 

Example of Transaction Code Balances - Excel (UFS)  

2 worksheet tabs are produced:   

Tab 1: Report Information 

 

Tab 2: Balances 
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Example of Transaction Code Balances (UFS) 
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Information on Departmental deposits 

You can also use this report to view details of departmental deposits and interest received. Run as above, using the full list of Sources of Funds 
and Cost Centre i.e. A to Z. The Transaction Codes can be seen in all versions of the report, but in Excel you can filter the Transaction Codes 
to show NBAA for deposit account interest, or SCBA to see monies on deposit. NB:  This report shows income as a negative amount in red.   

Example of report output 
 

 
 
Note: it is possible to run this report with Transaction Code as one of the parameters, but this duplicates the Transaction Code so your data ill 
be missing either Source of Funds or Cost Centre. This is shown below. 
 

 


