Finding out what new account codes exist

Menu Path: General Ledger > Accounts > Enquiries > Account > Account Bals By Per (I have this on my personal menu — select the option (single click) and then
choose Actions > Add Item To Personal)

Enter: Relevant Ledger = GM, GT or GR; Account Profile = 1-ORG-* (ie. <Gold>*) where ORG is your two letter code; Period = 2009/10 & 1 then press <F8> to
retrieve.
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Ledger: G LY General Ledger

Accaunt Profile: 1-Pa-* [=)

Account Type: [#]

SHE Type: co [*]  University/Company

SBE Yalue: 1 E] University of Exeter

Petiod: 2009410 1

Currency [ Unit: GBP  |w GB Sterling

Gid Definition: Dick's Wigw

[ Actual Movements
Agcaount Description || Cur... Opening +
1-PA-GF21-000-UPA0S @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-GH21-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-P&-G-H21-000-UPA08- @ | ACADEMIC SERY-ADMINIS GEP 0.00 DR
1-P&-G-L30-000-UPA08 @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-P4-G-L31-000-UPA0S @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-PA-G-L32-000-PA0S @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-L33-000-PA0S @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NDE-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-N20-097-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-N21-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-N40-217-UPA0S- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-Pé-G-NA-000-UPA0E- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-Pa-G-N42-000-UPA08- @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-Pa-G-N44-000-UPA08- @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-PA-G-NEA-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NBA-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NEO-B02-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NE0-E02-UPANS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NE0-B02-UPA0S- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-P&-G-NE1-235-UPA0E- @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-P4-G-NE3-000-UPA08- @ | ACADEMIC SERV-ADMINIS GBP 0.00 DR
1-PA-G-NE3-000-UPANE- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NEA-000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NEAHCOUPADE @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NIF000-UPADS- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-PA-G-NIF-FI0-UPANE- @ | ACADEMIC SERV-ADMINIS GEP 0.00 DR
1-P&-H-FI0-117-UPA07 @ | ACADEMIC SERY-OTHER - GBP 0.00 DR
1-Pé4-H-FI0-158-UPA07 @ | ACADEMIC SERV-0THER - GBP 0.00 DR
1-Pé-H-FI3-000-UPA07- @ | ACADEMIC SERV-0THER - GBP 0.00 DR
1-PA-H-F33-000-UPAD7- @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-PA-H-FI9-000-PAO7 @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-PA-H-GIF100-UPADT- @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-PA-H-H20-000-UPAD7- @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-PA-HH21-000-UPA07- @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-Pa-H-H21-000-UPA07- @ | ACADEMIC SERY-OTHER - GBP 0.00 DR
1-P&-H-H21-000-UP&07- @ | ACADEMIC SERV-0THER - GBP 0.00 DR
1-Pé4-H-H21-000-UP&07- @ | ACADEMIC SERV-0THER - GBP 0.00 DR
1-PA-H-H21-000-UPA07- @ | ACADEMIC SERV-OTHER - GEP 0.00 DR
1-PA-H-H21-000-UPAD7- # | ACADEMIC SERY-OTHER - GBP 0.00 DR
0.00DR

Movemsnt
0.00DR @)
0.00DR @)
0.00DF 4|
0.00DR #|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR @)
0.00DR @)
0.00DF 4|
0.00DR #|
0.00DR #|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR @)
0.00DR @)
0.00DF 4|
0.00DR #|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR @)
0.00DR @)
0.00DF 4|
0.00DR #|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR @)
0.00DR @)
0.00DF 4|
0.00DR #|
0.00DR 4|
0.00DR 4|

0000R @
000DR

Clozing =
0.000R
0o00R
0o00CR
0.000R
0.000R
0.000R
0.000R
0.000R
0.000R
0o00R
0o00CR
0o00CR
0.000R
0.000R
0.000R
0.000R
0.000R
0o00R
0o00CR
0.000R
0.000R
0.000R
0.000R
0.000R
0.000R
0o00R
0o00CR
0.000R
0.000R
0.000R
0.000R
0.000R
0.000R
0o00R
0o00CR
0.000R
0.000R
0.000R
0.000R
0.00 DR

Base Opening -
0.00DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR
0.00DR
0.00DR
0.00DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR
0.00DR
0.00DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR
0.00DR
0.00DR
0.00DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR
0.00DR
0.00DR
0.00DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR
0.00DR
0.00 DR

Baze Movement v
0.00DR 4|
0.000F 4|
0.00DF 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.000F 4|
0.00DF 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.000F 4|
0.00DF 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.000F 4|
0.00DF 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|
0.000F 4|
0.00DF 4|
0.00DR 4|
0.00DR 4|
0.00DR 4|

0000R @
000DR

- ||&]

Base Clozing «
0.00 DR
000 0R
0.000R
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
000 0R
0.000R
0.000R
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
000 0R
0.000R
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
000 0R
0.000R
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00 DR
000 0R
0.000R
0.00 DR
0.00 DR
0.00 DR
0.00 DR
0.00DR |4



2. Right click on the column headings and select ‘Hide’ — in this case hide all the columns except Account and Description.
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Ledger: Ghi w Feneral Ledger
Accourt Profile: 1P [
Account Type: [B
SBE Type: [ele] UniversityiCompany
SBE Walue: 1 [*]  University of Exeter
Period: 200840 (=] |+ [=])
Currency J Unit: GEP W GB Sterling
Grid Definition: Dick's YWiew w
[] &ctual Movemerts
Account Description

» TPAG 2 0 UPAE-SPAZ0

ACADEMIC SERV-ADMINISTRATION-ESF GRAMT INC--ASU-ASL

1-P&-G-H21-000-UPADS-5FA30
1-PA-G-HZ1-000-UFADS-SPAS
1-PA-G-J54-000-UPA08-5PA30
1-P&-G-J5B-000-UPA08-5PA30
1-PA-G-SC-000-UPA03-5PA30
1-P&-G-J50-000-UPAQS-SPA30
1-PA-G~91-000-UFPADS-SPA30
1-P&-G-L30-000-UP&08-5PA30-4101
1-FA-G-L31-000-UPA0DS-SFAZ0ATO
1-P&-G-L32-000-UPA08-5PA30-4101
1-PA-G-L33-000-UPADS-SFAZATO
1-P&-G-MO6-000-UFPADS-5PA30-4103
1-P&-G-N20-097-UPA0S-5PA30-4180
1-PA-G-N21-000-UFPADS-5PAZ0-4180
1-P&-G-N40-217-UPADS-SPAZ0-A180
1-P&-G-H41-000-UPADS-SPAZ0-4180
1-PA-G-H42-000-UPADS-5PA30-4180
1-PA-G-H44-000-UFADS-SFAZ0-A180
1-P&-G-M54-000-UPADS-5FPA30
1-PA-G-H54-000-UFADS-SFAZ0-4103
1-P&-G-NE0-502-UPADS-5FPA30
1-P&-G-NE0-602-UPADS-5SPA30-4103
1-PA-G-NE0-502-UPADS-SPAT
1-P&-G-NET-235-UPADS-SPA30-4103
1-P&-G-NE3-000-UPADS-5FAZ0
1-PA-G-ME3-000-UPADS-5PA30-4103
1-FA-G-NE4-000-URPADS-SFPAZD
1-P&-G-ME4-HCO-UPADS-SPAT

1 0A = Kad AN HIDANo CoA DN

e e e RS

ACADEMIC SERV-ADMINISTRATION-INT PSC ALLOC---A5U-A51

ACADEMIC SERV-ADMINISTRATION-IMT PSC ALLOC--ASU-PROVOST

ACADEMIC SERV-ADMIMNISTRATION-SUPP STAFF SAL--450-450

ACADEMIC SERV-ADMINISTRATION-SUPP STAFF MIC--A5L-A50

ACADEMIC SERV-ADMINISTRATION-SUPP STAFF USS--A5U-A50

ACADEMIC SERV-ADMINISTRATION-SUPP STAFF ERBS--450-A50

ACADEMIC SERV-ADMINISTRATION-MAT APAT PROYV--ASU-ASU

ACADEMIC SERV-ADMINISTRATION-ADVERTISING - S--A5U-45U-5TAFF RECRUIT
ACADEMIC SERV-ADMINISTRATION-IMTERYIEW ExP--A5U-ASU-3TAFF RECRUIT
ACADEMIC SERV-ADMINISTRATION-RELOCATION EXP--45U-A5U-5STAFF RECRUIT
ACADEMIC SERV-ADMINISTRATION-RECRUIT AGENCY---ASU-ASU-STAFF RECRUIT
ACADEMIC SERV-ADMINISTRATION-ROOM HIRE-ASU-A5U-STAFF LEARMNING
ACADEMIC SERV-ADMINISTRATION-EQUIPMENT-PURCHASE <£25K-25U-45U-0FFICE AADMIN
ACADEMIC SERV-ADMINISTRATION-CONSUMABLE S---A51-45U-0OFFICE /ADMIN
ACADEMIC SERV-ADMINISTRATION-TELEPHOMES /F4x-CALL CHARGES-A5U-45U-0FFICE AADMIN
ACADEMIC SERV-ADMINISTRATION-POSTAGE AND CAR--A5-A5U-OFFICE AADMIN
ACADEMIC SERV-ADMINISTRATION-PHOTOCOPYING--A5U-A5U-0FFICE AADMIN
ACADEMIC SERV-ADMINISTRATION-STATIONERY -ASU-A5U-OFFICE/ADMIN
ACADEMIC SERV-ADMINISTRATION-PROF/CONSU FEES--A5U-450

ACADEMIC SERV-ADMINISTRATION-PROF/CONSU FEES--ASU-ASU-STAFF LEARMING
ACADEMIC SERV-ADMINISTRATION-TRAVEL-UK-A5U-A50

ACADEMIC SERV-ADMINISTRATION-TRAVEL-UK-A5U-A5U-STAFF LEARMING
ACADEMIC SERV-ADMINISTRATION-TRAYEL-UK-ASU-PROVOST

ACADEMIC SERV-ADMINISTRATION-VEHICLES-HIRE-A5U-450U-5TAFF LEARNING
ACADEMIC SERV-ADMINISTRATION-ACCOM/SUBSIST--ASU-A5U

ACADEMIC SERV-ADMINISTRATION-ACCOM/SUBSIST--ASU-A5U-5TAFF LEARNING
ACADEMIC SERV-ADMINISTRATION-REFRESH/HOSFIT--A5U-A50

ACADEMIC SERV-ADMINISTRATION-REFRESH/HOSPIT-CATERING-A50U-FROVOST

ACADCRAIT CODYY ANMBIMICTDATIOMN ATUCD COCTS . ACH ACHI

MEX
=



3. Right click anywhere in the middle of the grid and select ‘Properties’. Scroll down until you see all the account code segments — select the first segment (eg.

ACT1) and check the ‘Visible’ box. Repeat for all the other segments.

COo ~
ORG
ACTH
SUBN
SUBJ2
BUMIT
SUBUMIT

Wisible Filter [ ] Colour
Dizplay Format Mone v
Footer Type Mone w

Footer Format MHone v

Format Presview [ Footer Format |
MNane

oo ] o= ]

Click ‘Apply’ The account segments will now be visible on the right hand side — you may have to drag the Description column to the left to make the segments

fully visible.
NB: If the SUBJ2 codes 000 appear as a single 0, right click in the grid and select ‘Properties’ again. Scroll down, select SUBJ2 and click the drop-down list for

‘Display Format’. Select the three zeroes format and click ‘Apply’.

Properties (v 1.0.4)

Co A
ORG
ACTH
SUBJ1
SUBJ2
BUMIT
SUBUNIT

Yisible Filter [ ] Colow

Dizplay Format Q0o W

Foaoter Type Mane

Faater Formnat Mane

Format Preview [ Dizplay Format |
noo

oo ] o]
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| 1-PA-G-F21-000-UFPADS-SPAZ0
1-PA-G-H21-000-UPADS-5PA30
1-PA-G-H21-000-UPADS-SPATT
1-PA-G-154-000-UPADS-SPAZ0
1-PA-G-J5B-000-UPADS-5PA30
1-PA-G-SC-000-UPADS-SPAZ0
1-PA-G-J50-000-UPADE-5FPA30
1-FA-G-191-000-UPADS-SPA30
1-PA-G-L30-000-UPADS-SPA30-4101
1-PA-G-L31-000-UPADS-5PA30-4101
1-PA-G-L32-000-UPADS-SPA30-4101
1-PA-G-L33-000-UPADS-SPA30-4101
1-PA-G-NOG-000-UPADS-SPA30-4103
1-PA-G-N20-097-UPADE-5PA30-4180
1-FA-G-N21-000-UFADS-5PA30-4180
1-PA-G-M40-217-UPADE-5PA30-4180
1-PA-G-N41-000-UPA08-5PA30-2180
1-PA-G-N42-000-UPADS-5PA30-4180
1-PA-G-N44-000-UPADS-5SPA30-4180
1-PA-G-N54-000-UPADS-SPA30
1-PA-G-H54-000-UPADS-5PA30-4103
1-FA-G-NE0-502-URPADE-SPAZ0
1-PA-G-MB0-502-UPADE-5PA30-4103
1-PA-G-MEO-B0Z2-UPADS-SPATT
1-PA-G-NET-235-UPADS-5PA30-4103
1-PA-G-NE3-000-UPADS-5PA30
1-PA-G-NE3-000-UPADS-SPA30-4103
1-PA-G-NE4-000-UPADE-5PA30

ekl
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gl|w|n| [ z{==alv|a]x|s[2] F|F|r]|
Ledger: Ghi w General Ledger
Accourt Profile: 1-Po-* [
Account Type: E]
SBE Type: [ole] UniversityiCompany
SBE Walue: 1 University of Exeter
Period: 200840 1 (=]
Currency J Unit: GBP  |w GB Sterling
Grid Definition: Dick's Yiew w
[ &ctual Movements
Account Description -

ACADEMIC SERV-ADMINISTRATION-ESF GRAMT INC
ACADEMIC SERV-ADMINISTRATION-IMT PSC ALLOC-
ACADEMIC SERV-ADMINISTRATION-MT PSC ALLOC-
ACADEMIC SERV-ADMIMISTRATION-SUPP STAFF S&
ACADEMIC SERV-ADMINISTRATION-SUPP STAFF NIC
ACADEMIC SERV-ADMINISTRATION-SUPP STAFF US
ACADEMIC SERV-ADMINISTRATION-SURP STAFF ER
ACADEMIC SERV-ADMINISTRATION-MAT APAT PROY
ACADEMIC SERV-ADMINISTRATION-ADVERTISING -
ACADEMIC SERV-ADMINISTRATION-IMTERVIEW EXF
ACADEMIC SERV-ADMINISTRATION-RELOCATION EX
ACADEMIC SERV-ADMINISTRATION-RECRUIT AGEM
ACADEMIC SERV-ADMINISTRATION-ROOM HIRE--AS
ACADEMIC SERV-ADMINISTRATION-EQUIPMENT-PL
ACADEMIC SERV-ADMINISTRATION-CONS UMABLES-
ACADEMIC SERV-ADMINISTRATION-TELEPHOMES/F
ACADEMIC SERV-ADMINISTRATION-POSTAGE AND (
ACADEMIC SERV-ADMINISTRATION-PHOTOCOPYING
ACADEMIC SERV-ADMINISTRATION-STATIOMERY -2
ACADEMIC SERV-ADMINISTRATION-PROF/COMSL FI
ACADEMIC SERV-ADMINISTRATION-PROF/COMSL FI
ACADEMIC SERV-ADMINISTRATION-TRAYEL-UK-ASL
ACADEMIC SERV-ADMINISTRATION-TRAYEL-UK-A5L
ACADEMIC SERV-ADMINISTRATION-TRAVEL-UK-A5L
ACADEMIC SERV-ADMINISTRATIONYEHICLES-HIRE-
ACADEMIC SERV-ADMINISTRATION-ACCOM/SUBSIS
ACADEMIC SERV-ADMINISTRATION-ACCOM/SUBSIS
ACADEMIC SERV-ADMINISTRATION-REFRESH/HOSF

ACT1

fry B v R vy B vy R vy vy [ vy B wy B wy [ wy R vy Ry vy R vy R wy I v vy R vy [ wy R wy B wy [ vy R vy R vy B vy i vy R wp N vy |

SUEB
F21
H21
H21
JEA
JGB
JaC
J50
J31
L3n
L31
L3z
L33
NG
H20
N1
REN]
M4l
Ma2
M4
M54
M54
MED
MED
MED
ME1T
ME3
MNE3
HE4

SUBJZ2
oo
ona
ona
ona
ona
ona
ona
ona
ona
ona
ona
ona
ona
037
ona
217
ona
ona
ona
ona
ona
a0z
50z
502
235
ona
ona
ona

BUNIT
IFADS
IFADS
P&
LIFADG
LIPADS
LIFADG
LIFADS
LIFADS
LIFADS
LIPAD3
LIFADG
LIPADS
LIFADG
LIFADS
LIFADS
LIFADS
LIPAD3
LIFADG
LIPADS
LIFADG
LIFADS
LIFADS
LIFADS
LIPAD3
LIFADG
LIPADS
LIFADG
LIFADS

-

SUBUNIT
SPA30
SPA30
SPa
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPA30
SPad
SPA30
SPA30
SPA30
SPA30

-

ACT2

A10
A10
A1
A10
A103
A180
Alal
A180
A7180
A180
A180

A103

A103

A103

A103

-

FROJ

-

BEX
- 0 X

TRANS

-




5. You can drag any of the segment column headings box onto the ‘Group’ band — in the example below | have selected the BUNIT segment. All the rows are
now grouped by Budget Unit.
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_| ] el Elelalvax|s|2] FlF|r]
Ledget: e w General Ledoer
Account Profile; 1-Pa_* E]
Accourt Type: [+]
SBE Type: o a|  University/Company
SBE Walue: 1 [+]  University of Exeter
Period. 200940 BNE
Currency § Unit: GBEP vl B Sterling
Grid Definition: Dick's Wiewy [w]
[] Actual Mavements
BUMIT ?
Account | Description =l ACT1 [+]|  suesl =] suUBJZ [¥]| SUBUMIT [=] acT2 [+ FROJ  [+]| TRaNS [+]

| BUNIT : UPADD
| BUNIT : UP&0Z
| BUNIT : UPAD3
| BUNIT : UPAD4
| BUNIT : UPADS

+| BUNIT : UPADE

| BUNIT : UPAD?
| +[BUNIT : IPADS
| BUNIT : UP&03
| BUNIT : UPATD

| BUNIT : UPA11
| BUNIT : UPA12

6. You can now expand the Budget Unit to which you belong — eg. UPA05 (Education Enhancement)
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File Edit View Search Admin OpMgr  Swstem  Menu  Actions - O x
gl N =]z |alv|a|x|s[?] F|F|r]
Ledger: Ghi w General Ledger
Account Profils: 1-PA.-* [
Account Type: E]
SBE Type: [ole] UniversityiCompany
SBE Walue: 1 University of Exeter
Periad: 200810 1 [=]
Currency J Unit: GBP  |w GB Sterling
Grid Definition: Dick's Yiew [il
[ &ctual Movements
BUMIT / =
Account | Description [+ acT1  [+]| sued [+]| sUBJ2 [+]| suBUNIT [+] acCTz [+] PROJ [+] TRANS [¥]
4| BUMIT : URPADD
A BUNIT : UPADZ
4| BUMIT : UPA03
A BUNIT : UPAD4
=/ BUNIT : UPAQS
<5 1-Pa-L-412-000-UP405-5Pa37-a500 ACADEMIC SERV-ACADEMIC SERWV-HEFCE T GRT TaA-~-EI L a12 ooo SPa37? A500
‘tF'.&-L-FZD-DEID-UF'ADE-SF'.&SE-AEDEI ACADEMIC SERV-ACADEMIC SERV-ETERMAL GRAMTS L Fz0 ooo SPA3A A500
B 1-B—FSS-UDD-UF'.QDE-SF'.‘-‘G?-.QEDD ACADEMIC SERV-ACADEMIC SERV-SUMDRY INCOME--E L F33 oo SPa37 A500
| [1RaL O0-LIPA05-5P435 ACADEMIC SERV-ACADEMIC SERV-INT ALLOC FUMD---EI L H20 ooo SPA35
B 1-F'.&-L-H2D-UMUE-SF’.&3?-AEUD ACADEMIC SERV-ACADEMIC SERV-IMT ALLOC FUMD---EI L H20 oo SPa3T A500 =
| [TRaLlHE -DDD-UF‘N&% ACADEMIC SERV-ACADEMIC SERV-INT PSC ALLOC--ED L H21 ] SPA35
| [1PaLHZ -DDD-UPADE-SMEDD ACADEMIC SERV-ACADEMIC SERV-IMT PSC ALLOC--ED L HA ooo SPA3R AR00
| [1PALH3I0SCO-UPAISSPALS \ ACADEMIC SERV-ACADEMIC SERWV-IMT TRAMS FUMD-EL L H30 SCo SPA35
| [1-PA-LH30-5C0-URPADG-SPAZT-AS00 \ ACADEMIC SERV-ACADEMIC SERWV-IMT TRAMS FUMD-BL L H30 SCo SPAIT A500
| [1-PALHI0SGOUPAISSPATS \ ACADEMIC SERV-ACADEMIC SERWV-IMT TRAMNS FUMND-SE L H30 SG0 SPa35
| [1PALH30SGIUPATSSPAIT-A500 ACADEMIC SERV-ACADEMIC SERV-INT TRAMS FUND-SE L Ha0 SG0 SPAIT A500
| [1-PA-LH30-SKO-UPAISSFAZS DEMIC SERWV-ACADEMIC SERWV-IMT TRAMNS FUND-5C L H30 Sko SPa35
| [1PALA30SKO-URADS-SPAIT-A500 A IC SERV-ACADEMIC SERV-IMT TRAMS FUMD-5C L Ha0 Sk0 SPAIT A500
| [1-Pa-LH30-SLO-UPADSSPATS L H30 SL0 SPA3R
| [1PALH3I0SLOUPADS-SPAZT-A500 L H30 5L0 SPA3Y A500
| [1-PA-LH3A0-550-URPADS-SPASS L H30 550 SPA3A
| [1PALH30SS0URANS-SPAIT-A500 ACADEMIC SEHV-AD&DEMMV-INT TRAMS FUND-SC L H30 550 SPa37? A500 B
| [1-PALH30-STO-UPADS-SPASS _@ ACADEMIC SERV-ACADEMIC SE T TRA&MS FUMD-5C L Ha0 5T0 SPA3A
7. You can now select the rows for Education Enhancement by selecting the top row and then holding down the shift key while pressing the down arrow. Then

press <Ctrl> C to copy the data to the clipboard, open a new worksheet in Microsoft Excel and press <Ctrl> V to paste the data.
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2 [Accound L 1RAS

3 |Account Type

L e

& |Fisesl Peripd: J009/10

B |Period  : 1

T | Currencyndt GBE GB Serling

B
8 Accouns Description ACTL SUBSD SUMIZ SUBUNIT ACTZ PROJ TRANS
10
AL 1-PA-L-ALZ-D0C-UPADS-SPADT-ABDD  ACADEMIC SERV-ACADEMIC SERV-HIFCE T GAT TA—DD ENHANCE-EE - TESS-DXTEANAL GRANT L AL2 05PAIT  ASDO
13| 1-PAl-F 0-0O0-UPADS-SPASE-AS00  ACADEMIC SERV-ACADEMOC SERV-DXTERNAL GRANTE—ED [NMANCE-LE - RODERTS-DXTIANAL GRANT L ho 0 SPAJE  ASCO

13 | 1-PA-L99-000-UPADG-SPAIT-AS00  ACADLMIC SERV-ACADEMEC SIRV-SUNDAY INCOMI—LD ERMANCE-LL - TRSS-LXTURANAL GRANT L e D5PAIT  ASDO
(14| 1PALHI0-000-UPADS-SPASS ACADEMIC SEAV-ACADUMEC SURV-INT ALLOC FUD—ED INHANCL-ID INWANCE L g 0 SPAJS
35 1-PA-L-H20-000-UPADS-SPAT-AS00  ACADHMIC SERV-ACADOMEE SEEV-INT ALLOSC FUKE—00 INMANCT-AE - TRSS-EXTESNAL GRANT L 0 sPAI?  ASDO
A | TPl 1-D00-UPADS-SRALS ACADEMIC SHAIV-ACADIMIC SURV-INT P50 ALLOC—U0 ENMANCT-(0 ENMARCE L hn o sPass
A7 1RALH 1-000-UPADS-SPASE-ASO0  ACADERSIC SERV-ACADENIC SEEVINT FSC ALLOCED ENFANCE-EE - ROBERTS-EXTERNAL GHANT L W3 O seAls SO =
UK 1AL M0 O-URADS-SASS SCADERAIC SERV-ACATEMIC SEEV-INT THANS FUND-BLIMNESS SCHOOLED ENMANCE-E0 ERHANCE L W30 MO0 iRads
1Bl HAC-SCO-UPADS-SRANT-AS00  ACADENC SERV-ACACEMEC SER-INT TRANS FUND-AUAINESS SCHOCCED ENFUNCE-BE - TESHEXTERNAL GRANT | WIO S0 3PA3T  ASCO
30 1-#AL-HIO-550-URADS-SPALS ACADERAIC SERV-ACADEMIC AER-INT TRANS FUND-SELL-ED ENMANCE-ED ENHANCE L WE) MG0 iRads
21 1PALUHIDSG0-UPADS-SFAST-AS00  ACADERAIC SENV- ACADENIC SERV. INT THANS FUND-SELL-ED ENHANCE-£E - TESS EXTERNAS GRANT L M3 G0 sPa3)  asco
22| 1-P&L-HI0-KD-UPADS-SPARS ACADEMIC SERV-ACADENIC SERV-INT TRANS FUND-SCHODL OF GEOG-ED ENHANCE-ED ERHANCE L H3) %D 3ra3s
23 1P&1-HID-SKD-UPADS-SPAST-AS00  ACADEMIIC SERV-ACADEMIS SERV.INT TRANS FUND-SCHOOL OF GEOG-ED ENHANCE-BE - TESSENTERNALGRANT | H3Q SKD  5Pa37  Aso0

34| 1AL HA0-SU0-UPADS- SPASS ACADEMIC SERV- ACADEMEC SERV:INT TRANS FUND-HUSS-ED ENHANCE ED ERHANCE L HM) S0 3PA3s
(25 1PALHI0-S0-UPADS-SPART-AS00  ACADERAIC SERV-ACADEMST SERV.INT TRANS FUND-HUSS-ED ENHANCE EE - TESS EXTERNAL CRANT L HM) WD sea3y  AsOO

36 1PALHI0-SE0-URADS-SPASS ACADEMIC SERTV: ACADEMEC SERVINT TRANS FUND-SCHODL OF PSYCH-ED ERMANCE-ED ENMANCE L M) 350 5PA3S

37| L'PAL-HI0-SE0-UPADS-SPAST-A500  ACADEMNIC SERV-ACADEMOC SERV.INT TRANS FUND-SCHODL OF PSYCH ED ENANCEEE - TESS-ENTERNALGRANT L W30 550 5PA37  ASOO

2B LA H30ETO- LR ADE-SPASS BCADERNC SERV. ACADEMIDE SERAINT THAMS FUND-STHIOOL OF CEHS-ED ERHAMCE-ED EMHANCE L HEO 5TO SPA3S

25 | 1P&LH3DETO-UPSDS: SPART-A500 SCADERAIC SEMV: ACADEMST SERNVINT TRANS FUND-SCHOOL OF SEHS.ED ENHANCE-EE « TESS:EXTERMAL GRANT L H3O 570 SPART  ASOO
!ﬂ 1P e L H 305 DL AR A NS SeC AN IC SERY- ACADEMSC SR INT TRANS FUND-30H00L OF B0-00 DMFANDE-ID ENMANCE L WM SND  SPASS

!-1 1P L F 30-5W8 0-U FADS-5SANT-AT00 . RCADEMIC SERV-ACADEMIC SOR0:INT TRANS PUND-ROM0OL OF B0-C0 CNHANCI-LE - TESS-DNTCRNAL GRANT L W30 SWD SPAIT  ASDO
81 1Pkl HIO-SNO-URADS-5PAYS ACADEMAIC SERV-ACADENISE SERV-INT TRANS FUND-5ALL-ED ENMANCE-ED ENHANCE L M3 S0 SPAIS

33| 1Pl HOO-SHO-UPADE-SPANT-ASO0  ACADEMIC SERV-ACADEMEC SESN-INT TRANS FUND-SALL-ED) ENMANCE-EE - TESS-DOTTRNAL GRANT L H3) SWD  SRAST  ASOO

8. You now have a list of account codes and descriptions for your Budget Unit



FOR CENTRAL/FINANCE STAFF — rather than drag a segment heading to the ‘Group’ bar, double click the ‘Select all’ square, press <Ctrl> C and paste into an Excel
spreadsheet.

|§= Aptos - Dick Leitch - - Academic Services - Projects - [Account Balances By Period - OP1G329]

_— BEX

Delete row 10, apply a filter to row 9 and you can now select whichever segment for which you wish to see the accounts.

File Edit Wiew Search Admin CpMagr  Swstem  Menu  Actions - O x
gl v ={z]z|alvax|[a[?]| F|F
Ledger: e ] b General Ledger
Account Profile: 1-po--*
Account Type:
SBE Type: co
SEBE “alue: 1
Peioct 2009410 1 (2]
Currency [ Lnit: GBP GB Sterling
Grid Definition: 'z Wie w
[]&ctusl Movements
Deszcription A ACTH A SUBJT | SUBJZ |- BUMIT |«|| SUBUMIT |« ACT2 A PROJ - TRANS |
b 1-Pa-G-F21-000-UPADB-SPAZ0D f | ACADEMIC SERY-ADMINISTRATION-ESF GRAMT INC G F&1 noo LUPA0E SPA30
1-P4-G-H21-000-UPADB-SPAZ0 B ACADEMIC SERV-ADMINISTRATIONANT PSC ALLOC- G H21 noo LUPA0E SPA30
1-PA-G-H21-000-UPADS-5PAZT B ACADEMIC SERV-ADMINISTRATIONANT PSC ALLOC- G H21 noo LUPA0E SPA31
1-P4-G-J54-000-UPADB-5PASD B | ACADEMIC SERY-ADMINISTRATION-SUPP STAFF 54 G J5A, noo LUPA0E SPA30
1-P4-G-J5B-000-UPADB-5PA3SD B | ACADEMIC SERW-ADMINISTRATION-SUPP STAFF NIC G J5B noo LUPA0E SPA30
1-P4-G-J5C-000-UPADB-5PA 3D B | ACADEMIC SERY-ADMINISTRATION-SUPP STAFF US G J5C noo LUPA0E SPA30
1-P4-G-J5D-000-UPADS-5PA30 B | ACADEMIC SERV-ADMINISTRATION-SUPP STAFF ER G JBD noo LUPA0E SPA30
1-PA-G-J91-000-UPADS-SPA3D B | ACADEMIC SERV-ADMINISTRATION-MAT /PAT PROV G Ja1 noo LUPA0E SPA30
1-P4-G-L30-000-UPADB-5PA30-A101 B | ACADEMIC SERV-ADMINISTRATION-ADVERTISING - G L30 noo LUPA0E SPA30 A101
1-P4-G-L31-000-UPADB-5PA30-A101 B | ACADEMIC SERW-ADMINISTRATION-INTERVIEW ExF G L3 noo LUPA0E SPA30 A101
1-P4-G-L32-000-UPADB-5PA30-A101 B | ACADEMIC SERW-ADMINISTRATION-RELOCATION E> G L32 noo LUPA0E SPA30 A101
1-P4-G-L33-000-UPADE-SPA30-A101 B | ACADEMIC SERV-ADMINISTRATION-RECRUIT AGENI G L33 noo LPA0E SPA30 Al01
1-P4-G-M06-000-UFPADS-SPA30-A103 B | ACADEMIC SERW-ADMINISTRATION-ROOM HIRE--AS G MOE noo LPA0E SPA30 A103
1-Pa-G-N20-097-UPADS-5PA30-4180 _H| ACADEMIC SERW-ADMINISTRATION-EQUIPMENT-PU G M20 nsy LPA0E SP&30 A180
1-PA-G-N21-000-UPADS-5PA30-4180 B | ACADEMIC SERW-ADMINISTRATION-CONSUMABLES- G M21 noo LPA0E SP&30 A180
1-Pa-G-N40-217-UPA08-5FA30-4180 B | ACADEMIC SERY-ADMINISTRATION-TELEPHOMES /F G M40 217 LUPa0s SPa30 A180
1-Pa-G-N41-000-UFPA08-5FA30-4180 B | ACADEMIC SERV-ADMINISTRATION-POSTAGE AMD ( G M41 noo LUPa0s SPa30 A180
1-P4-G-N42-000-UFPA08-5FA30-4180 B | ACADEMIC SERV-ADMINISTRATION-PHOTOCOPYING G M42 noo LUPa0s SPa30 A180
1-P4-G-N44-000-UFPAD8-5FPA30-4180 B | ACADEMIC SERV-ADMINISTRATION-STATIOMERY -2 G M44 noo LUPa0s SPa30 A180
1-P4-G-N54-000-UPA08-5FA30 B | ACADEMIC SERV-ADMINISTRATION-PROF/COMSL FI G M54 noo LPa0s SPa30
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1 |ledger  GM
3 |Aceount | 1
_& | account Type
(4w oy
5 | Hseal Prrind 2009/10
& |Period - 1
T Currereyiling GEP GB Sterling
oL . . . =
9 | Account |=lonalx|acry [=|susa|= e (=] sunr [ sumunr| =] acrz (=] eeou = imens () Descrigtion
125 1P K-FH0- 000 LIPADS SPASS Pk P O UPAXS  EPASS ACADEMIC SER'-STAFE /ST FAC- SUNDHY IHCOME-—~CARFERS CAREER/EMPLOY .
25 1P FIT-000UPADD-SPRSS MoK P 0 UPADY  EPASS ACADEMIC SERN-STAFF/STU FAC-SUNDRY INCOME —CAREENS.CES EMPLOY.«
135 1.BAK-H2L-000-UPACD MoK HEl 0 UPADS ACADENIT SERVASTAFE/STU FAC-ENT P ALLDC -~ CAREERS-
135 1. PAK-HI1-D00-UPACS-SRASE ok HI1 O UPADS  SRasS ACADEMIC SEMVSTAFF/STU FAC-IHT PSC ALLOC -~ CAREERS-CAREER/EMPLOY.~
137 1 PAK-HILDO0-UPADG- SPASE A K Hil 0 UPADG  5PASS ACADEMIC SERV-STAFF/STU FAC-INT PSC ALLODC— CAREERS-CES EMPLOY--

| LA H30-£52 UPADS SPASS moox HiD 451 UPADS  SRAES ACADEMIC SERY-STAF/STU FAC-INT TRANS FUND: MEIF-CAREERS-CES EMPLOY.«
%1-%:-1%-%!&5 A K 13 7T UPADS  5PASS ACADEMIC SERV-§TAFF/STU FAC-SUPP STAFF BECH STAFF BANK-CAREEAS-CAREER EMPLOY -
168, 1-PAK-J5A-000-URADD-SPASS A K 154 0 UPAD9  SRASS ACADEMIC SERV-STAFF /ST FAC.SUPP STAFF SAL -~ CAREERS. CAREEREMPLOY--
178 1-F& K- JSB-000-U0 A0 -SPAEE ] K 158 0 UpPas LPASS ACADEMIC SERVVETAFE /ST FAL-SUPP STAFF M -~ CAREERS-CAREER TEMPLOY
El-u:-]mm&m A K I8C 0 UPADS LPAES ACADEMIC DEMVLETAFE TU FAL-SUPP STAFF IS CAREERS-CAREERERAPLOY
195 1P K- ISD-000 UPA0S TR ALS ] K 50 0 Upang LPASS ACEDEMIC SERYVETAFE /ST FAL-SUPP STAFF ERBS -~ ARBERE-CAREER EMPLOE -
Elﬂﬂr&mm& Fa K I5E 0 UPADS SPASS ACADCMIC SERY-STAFF/STU FAL-SUFP STAFF OAWVER-—-CARIERS-CARIE R ENIPLOA —

L+Pde E-IT A0 7 d-UIPAT9-5P A5 5 5] K ITa Td UPARIS SPAST ACADCMIC SERYSFTAMT /3T FAL-5TUD SUPP SALAS-DER DN TRAT RS- CAREER S-CARIER /IMPLOY -
.HI 1Pl E-TT D-07d-UIPA0E-5PA5S Fa [ -} Td UPADS SPASS ACADEMIC SIRY-5TAFF /STU FAC-5TUD SUPP Kol-DEMONSTRATOR-CARCERS-CAREIR T MFLOT—
62} 1k k-195-000-UPADS-SPASE Mmoo 55 O UPADS  SPASG ACADIEMIC SERV-STATE/5TU FAC-GEM STAFF PRON-—CAREFRS-CES EMPLO Y- -




