ACCOUNTING DETAILS (Chart fields)


Faculty must fill out all chart fields to process an expense claim, pay an invoice, etc. Research Services will provide you with the chart field string that has been set up for your project. It is important to retain this information, as administrative staff do not have this information. 

Below is a description of each required chart field. 
	GL Unit  


	The business unit for your expense. This will almost always be "UCALG". 



	Fund  


	The fund the money comes from. This is usually either "10" (central operating) if it's charged to the department or your PER allowance, or "60" or “70” (Research) if it's charged to your research account. 
Note: if you leave the Fund code as 10 instead of changing it to 60 for a Research account, you will not get an error message and the approver may actually approve it, but the claim will not be processed until you phone to ask what the hold-up is. Then they send it back for you to change the number and it goes through the entire approval process a second time. 



	Dept  


	The department the account is associated with. Usually this will be your department (if the expense is paid by your department or from your research grant), or "63040" for regular faculty PER, or "63060" for sessional staff. 


	Account 
	Codes what type of expense this is, e.g., "60020" is for materials and supplies, "64030" for travel expenses, etc. PopleSoft will set this for you depending on the Expense Type selected. Note that "account" has nothing to do what we've so far been calling an account (e.g., your Research and Trust account), but rather is a designation of the expense type, sort of like the "Minor" field in the previous system. 



	Program

	Not applicable to Research accounts. 

	Internal

	Not applicable to Research accounts.

	The “Project” Fields:

	The really important information is hidden behind the "Project" link in the chart field line. If you're charging something to a research grant or to your PER, you'll have to enter information here…


	Project Business Unit  


	Is either PER01 for PER claims, or RESRC for research grants. 



	Project  


	This is where your project number goes. Click on the magnifying glass icon to get a lookup function, select "Description" in the "Search by:" field, enter your last name in the text field, then click the "Lookup" button. You should get a list of your research grants (if the project business unit is RESRC) starting with RT followed by the research grant account number, or it should show the account number of your PER (starting with PE). It won't tell you which account is which (e.g., which is your NSERC grant, which your SSHRC grant, and which is your travel grant from URGC) so you write down a list of your research grants in this binder if you have more than one grant. In some cases, the "Description" field will not contain your name: for instance, R&T accounting has set up projects for URGC Visiting Scholar Grants under the city of the visiting scholar. 



	Activity  


	This is like the Memo code of the old system. It should probably be 00000 for research grants, except if your project has separate activity codes set up, and EXPEN for PER. 




You most likely don't have to worry about Source Type, Category, and Subcategory, leave those blank. 

