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The Endowment and Restricted Fund reports provide a quick snapshot of projects within a faculty or 
department and can be tailored to provide a high level summary of projects or detailed account 
information and journal entries for each project.  

Your PeopleSoft Financial access will determine which projects you are authorized to view. If there are 
projects on your report that you are unfamiliar with, contact Kim Groves or Mai Nguyen for additional 
information. 

Endowment Report - Summary 
Below is an example of the high level summary report for a department.   
 
The Expendable portion (Fund 4) of the report provides the balance forward (column A) which 
represents the ending balance from April 30th of the previous year that is brought forward to the current 
year.  The revenue and expense columns (B and C) represent current year activity.  The encumbrance 
column (D) shows the balance of purchase orders or salaries and benefits to be paid in the future. The 
final column represents the funds available (A+B-C-D).  Any deficits are shown with brackets. The 
Endowed portion (Fund 5) of the report indicates the value of the endowment that provides funds for 
spending.  Revenue includes contributions and investment returns. There are rarely any expenditures in 
an endowment.  
 
The reports categorize projects by type.  Project types include Continuing Education, 
Faculty/Departmental, Chairs/Professorships/Fellowships, Research, Miscellaneous and Student Aid. 
 
 

 

 

 

 

Reports ran mid-month will indicate 
that the Reporting Period status is ‘IN 
PROGRESS’ instead of ‘FINAL’. 

These funds are invested and 
cannot be spent. 

These funds are available for 
spending. 

Every May an allocation for spending moves money from Fund 5 to Fund 4 for spending. 
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Endowment Report - Detail 
Below is an example of the detailed account information and current month journal entries for a 
project.  This report provides the information available in GL Inquiry with all of the journal entries done 
during the month making it easier to analyze activity without having to do a GL Inquiry on each account.  
This report can be run by individual project which can then be emailed to the individual responsible for 
managing the project for review. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fund 5 journal entries for the month. 

 

Fund 4 journal entries for the month. 
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Expendable Report – Summary 
The expendable report indicates all Fund 4 projects (including the expendable portion of endowments), 
any carryforward from previous years, current year activities and encumbrances and funds available for 
spending.  The columns on the summary report are the same as the columns on the Fund 4 portion of 
the Endowed Report Summary. This summary is useful to run to have an overview of the Fund 4 projects 
in your area and quickly determine projects that need immediate attention either because they are in a 
deficit or they have considerable surplus balances. 
 

 

 

 

 

‘IN PROGRESS’ indicates 
the report was run during 
the month prior to close. 

 

This deficit 
needs 

attention. 

This surplus 
needs 

attention. 
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Expendable Report – Detail 
Below is an example of a detailed expendable report.  Similar to the detailed endowed report, the GL 
balances are provided along with journal entries for the month’s transactions.  

 

 

 

Accessing and Running Reports 
From the Main Menu in PeopleSoft Financials, choose UWO Menu.  Under UWO Special Funds, you will 
find the Endowed Funds Monthly Reports and the Expendable Funds Monthly Reports.  Run controls 
will need to be set up for each of these reports the first time they are accessed.  To set up a run control, 
click one of the reports and then click on the Add a New Value tab.  In the text box, type the name you 
would like to use for the report and then click on                  . Repeat for other report if required. 

 
 

 

 

 

 

 

Fund 4 journal entries for the month. 

Add 



Endowment and Restricted Funds 
Sample Reports and How to Run Them from Your Desktop 
 

April 2016  P a g e  | 5 

Enter the Fiscal Year and Accounting Period that you would like to report on. 

 

Enter the department that you would like to report on.  If you are reporting on one department, use the 
same department number in the From Department and the To Department boxes.  If you are reporting 
on a range of departments, enter the smallest department number in the From Department box and the 
largest department number in the To Department box. 

 

There are two ways to choose which projects you want on the report. 
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Option 1: Use Project Type – The default will be to report on all projects.  When you click on the 
magnifying class, a list will appear.  If you only want to run a report on a specific type of project, you can 
choose the type from the list provided. 

 

Option 2: Use Project Range - If you are reporting on one project, use the same project number in the 
From Project ID and the To Project ID boxes.  If you are reporting on a range of projects, enter the 
smallest project number in the From Project ID box and the largest department number in the To 
Project ID box. 

 

 

Project 
Types 
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If you are only looking for a high level summary of you projects, uncheck the Include Project Statements 
and Include Journal Detail boxes.  If you are looking for a high level summary plus a detailed report on 
each project, check the Include Project Statements box.  If you are looking for a high level summary, 
detailed report on all projects plus the current month’s journal entries, check both the Include Project 
Statements box and the Journal Detail boxes. 

 

Once you have provided the required information, click on the Save button then the Run button.   You 
will be directed to the Process Schedule Request screen.  Insure that the Type = Window and the Format 
= PDF.  Click on the OK button. 

 

The report will open in a new window on your computer.  (In some instances, the first page of the report 
may be blank, please scroll to the second page for the start of your report.) 

Contact Kim Groves ext. 85447 or Mai Nguyen ext. 85451 if you have any questions. 


