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Fundamentals 

NOTE: For basic information about using the Kuali system at USC, please see the separate document 
titled Kuali Basics: Reference and Training Guide, which can be accessed from the Kuali@USC 
website: <www.usc.edu/kuali>  

The Kuali Financial System (KFS) includes several pre-defined search processes, including General 
Ledger balance inquiries and Chart of Accounts lookups. Some of these search processes can be 
utilized by all users, and others are only available to users who have been assigned the necessary 
access rights. Authorized users can utilize the balance inquiries to view current balance information 
from the General Ledger for specified accounts, including actual amounts posted, pending entries, 
and other transactional data. Table 1 and Table 2 list the search processes that are currently 
supported and available for use. (If you need to request authorization to use KFS inquiries and 
lookups, contact your supervisor or SBO.) 

Table 1. General Ledger Balance Inquiries currently available in the USC Kuali System 
KFS Inquiry Description 

Available Balances  
(see page 8) 

Provides the current available balance of the specified account with 
detail down to the Object Code level. All balance types are included. 

Available Balances by BCG  
(see page 14) 

Provides the current available balance of the specified account with 
detail down to the Object Code level, sorted and subtotaled by 
Budget Control Group (a collection of related or similar Object 
Codes). 

General Ledger Balance  
(see page 20) 

Provides the General Ledger balance for the specified account by 
Object Code with balances by fiscal period and separated by balance 
type. 

General Ledger Entry  
(see page 28) 

Provides all transaction entries that have been posted to the General 
Ledger for the specified account, balance type, and fiscal period. 

Sufficient Funds  
(see page 35) 

Provides the balance of the specified account as subtotaled into 
different control groups and categories, enabling users to determine 
the funds available according to certain budget spending criteria. 

Account Lookup  
(see page 42) 

Enables you to look up accounts based on the parameters you have 
specified as search criteria; the results do not include sensitive 
information, so this inquiry is available to all users. 

These inquiries are available in the Balance Inquiries > General Ledger menu group located in 
the upper right-hand area of the Financial Main Menu screen (see Figure 1). 

NOTE: Some of the inquiries listed in the Balance Inquiries > General Ledger menu group are not 
currently supported for use at USC. Please bear in mind that only the inquiries discussed in this guide 
have been implemented. As with other items on the Financial Main Menu, the supported inquiries are 
indicated by smiley-face  icons. 

http://www.usc.edu/kuali
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Figure 1 – General Ledger inquiry commands on Financial Main Menu screen 

Table 2. Chart of Accounts Lookups currently available in the USC Kuali System 
KFS Lookup Description 

Account (USC Account 
Lookup)  
(see page 48) 

Enables you to look up accounts based on the parameters you have 
specified as search criteria; the results of this lookup include active 
hyperlinks providing access to sensitive account details, so the 
search results will only include accounts for which you have been 
assigned the required access permissions. 

Object Code  
(see page 53) 

Enables you to look up Object Codes based on the parameters you 
have specified as search criteria; the results do not include sensitive 
information, so this lookup is available to all users. 

These inquiries are available in the Lookup and Maintenance > Chart of Accounts menu group 
located in the lower half of the central column on the Financial Main Menu screen (see Figure 2). 

NOTE: Not all of the lookups listed in the Lookup and Maintenance > Chart of Accounts menu group 
are currently supported for use at USC. Please bear in mind that only the lookups discussed in this 
guide have been implemented. As with other items on the Financial Main Menu, the supported lookups 
are indicated by smiley-face  icons. 
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Figure 2 – Chart of Accounts Lookup commands on Financial Main Menu screen 
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General Notes About KFS Inquiries 
1. The General Ledger information (i.e., posted entries) shown in the results for KFS inquiries 

is current as of the end of the preceding business day. 
2. Users are able to specify whether KFS inquiry results will be based only on transactions that 

have already posted to the General Ledger, or on a combination of transactions that have 
posted and (a) pending ledger entries that have been approved, or (b) all pending ledger 
entries, regardless of whether they have been approved. Bear in mind that choosing to include 
all pending ledger entries in a balance inquiry can generate potentially misleading results 
because some pending documents may contain incomplete or unbalanced accounting entries. 
Choosing to include all pending ledger entries should be done with the understanding that 
unapproved entries could change drastically prior to the actual posting or might not post at all. 

3. The results displayed for KFS inquiries include “drill-through” capability: any underlined item in 
the results is a hyperlink that can be clicked to view related data. (Also, underlined column 
headings can be clicked to change the order in which the rows of results are displayed.) 
NOTE: At first glance, a user might presume there are no details to be viewed by clicking an 
underlined balance amount of $0.00, but this is not always true. In some cases, there may be 
multiple transaction details that result in a combined final balance of zero dollars. 

When you click a “drill-through” link in the results for a KFS inquiry to view related data, the 
system may present the requested data in the form of results generated for another type of 
KFS inquiry. The page of KFS inquiry results displayed by clicking a “drill-through” link may 
differ slightly in appearance from the way that those same results would look if accessed by 
a user launching the other inquiry directly and specifying the same search criteria. 

4. At the bottom of each page of inquiry results, there are links for exporting the data to either 
a .PDF file or an Excel spreadsheet file. 
Note that if you want to print the Excel spreadsheet, there is currently an issue whereby the 
Print dialog’s setting for the paper size may sometimes default to A4 (8.27" ×11.69") rather 
than the U.S. standard Letter size (8.5" ×11.0"). Therefore, until this issue is resolved, always 
check the paper size setting before printing so that you can change it to Letter, if necessary. 

5. The Available Balances and Available Balances By BCG inquiries utilize the same search 
criteria fields and present essentially the same information in their results, except that the 
Available Balances By BCG results are sorted and subtotaled by Budget Control Group. 

6. When you select Account Lookup from the Financial Main Menu screen, the search page 
presented by Kuali is the same one displayed if you click the “lookup”  icon next to the 
Account Number field on the other inquiry screens. 
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Comparison of KFS to Previous System 
Similarities and Differences 
The General Ledger inquiries described in this guide include most of the functionality that was 
available in WebBA, the university’s legacy budget administration system. 

Similarities 
• The Available Balances inquiry in KFS is comparable to the Account Status Inquiry in 

WebBA. 

• The Available Balances By BCG inquiry in KFS is comparable to the Account Status with 
Budget Control Group Subtotals Inquiry in WebBA. 

• The General Ledger Balances inquiry in KFS is comparable to parts of the Account 
Analysis Report in WebBA. 

• The General Ledger Entry inquiry in KFS is comparable to the Ledger Transaction Inquiry 
in WebBA. 

• The Sufficient Funds inquiry in KFS is comparable to the Funds Availability Inquiry in 
WebBA. 

Differences 
• KFS includes fewer separate inquiries than WebBA, but offers an increased number of 

search criteria, enabling users to fine-tune each inquiry to yield desired data. 

• The results generated for KFS inquiries include hyperlinks that can be clicked to view more 
detailed data associated with specific eDocs, account numbers, balance amounts, and 
object codes. 

New Features 
• Dynamic (non-static) browser-based interface 

• Drill-through capability 
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Account Type Codes 
The following table lists the Account Type codes that appear in the results for some inquiries. Each 
code is listed with its Account Type name in KFS and its corresponding code in WebBA, the 
university’s legacy budget administration system. 

Table 3. Account Type Codes 

KFS Code KFS Account Type Name WebBA Account Type Code 

AS Asset A 

EX Expense E 

FB Fund Balance F 

LI Liability L 

RE Revenue R 

 

Balance Type Codes 
The following table lists the Balance Type codes that appear in the results for some inquiries. Each 
code is listed here with its Balance Type name in KFS and its corresponding code in WebBA, the 
university’s legacy budget administration system. These codes can also be entered as search 
criteria in the Bal Type field included on the General Ledger Balance and General Ledger Entry 
lookup screens. 

Table 4. Balance Type Codes 

KFS Code KFS Balance Type Name WebBA Balance Type Name 

AC Actuals Actuals 

CB Current Budget Budgets 

EX External Encumbrance Encumbrance 

IE Internal Encumbrance Service Center Lien 

PE Pre-Encumbrance Commitment 

There is an additional Balance Type code of EN that can be entered as one of the search criteria for 
the General Ledger Balance and General Ledger Entry inquiries. This code functions like a “wild-
card” for all three specific encumbrance types: EX, IE, and PE. In other words, when you enter EN in 
the Bal Type field on the General Ledger Balance or General Ledger Entry lookup screen, the 
inquiry results will include entries that match your other search criteria and have any of the three 
encumbrance codes as the Balance Type Code. 



KFS Inquiries Reference and Training Guide 

  7 

General Ledger Inquiries 

For information about each of the following General Ledger inquiries, refer to the specified page 
numbers: 

• Available Balances (see page 8) 

• Available Balances by BCG (see page 14) 

• General Ledger Balance (see page 20) 

• General Ledger Entry (see page 28) 

• Sufficient Funds (see page 35) 

• Account Lookup (see page 42) 

You can click an inquiry name or page number above to proceed directly to that section of this guide. 
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Available Balances 
The Available Balances inquiry provides the current available balance of a specific account with 
detail down to the Object Code level. Within the results displayed for this inquiry, if an item is 
underlined, that means it is a hyperlink. You can click the hyperlinked items to view more detailed 
data in a separate window (or tab, depending on your browser settings). Underlined balance 
amounts are hyperlinked to the corresponding General Ledger Balance inquiry, which is discussed 
on page 20. 

Available Balances Lookup Screen 

 
Figure 3 – Available Balances Lookup screen 

Table 5. Fields and Controls on the Available Balances Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a 
different fiscal year, if desired. 

Chart Code Required field; defaults to SC (Southern California), and should not be 
changed. 

Account Number Required field. Enter the 10-digit account number for which you want to 
see available balance results. You can click the adjacent lookup  icon to 
search for the desired account number. 
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Field Name or Control Description 

Sub Acct 
Sub Obj 

The Sub-Account Number and Sub-Object Code fields are not currently in 
use at USC. 

Object Code Optional field. If left blank, the search results will include balance 
information for all Object Codes associated with the specified account 
number. If you enter an Object Code in this field, the search results will be 
restricted to include only balance information for the specified account 
number and Object Code. 
You can click the adjacent lookup  icon to search for an Object Code. 
This field also supports the use of an asterisk (*) wildcard character to 
replace a string of numbers. 

BCG Optional field. If you specify a Budget Control Group in this field, the 
search results will be restricted to include balance information for only 
those Object Codes associated with the account number and Budget 
Control Group you specified. If this field is left blank, the search results will 
include balance information for all Object Codes associated with the 
specified account number. You can click the adjacent lookup  icon to 
search for a Budget Control Group. 

NOTE: If you have entered anything in both the Object Code and BCG fields, the system will disregard 
the specified Budget Control Group from your search criteria, and the search results will be based on the 
Object Code alone in order to prevent conflicts. 

Consolidation Option Select one of these radio buttons to filter your search results. 
• Consolidation – When this option (the default choice) is 

selected, the balance amounts in the search results will be 
aggregated by Sub-Account Number and Sub-Object Code. 

• Detail – When this option is selected, the search results will 
include separate balances for each Sub-Account Number and 
Sub-Object Code. 

NOTE: Because Sub-Account Number and Sub-Object Code are not 
currently in use at USC, the two filter options presented here will each 
yield the same search results. For now, you should leave the default 
option selected. 

Include Pending 
Ledger Entry 

Select one of these three radio buttons to specify whether the search 
results will include transactions that are still pending (not yet posted to the 
General Ledger). 

• No – When this option (the default choice) is selected, the search 
results will reflect current General Ledger balances, including 
transactions that were posted in the most recently completed 
overnight batch process. Transactions that are still pending are 
excluded from the results. 

• Approved – When this option is selected, the balance amounts in 
the search results will reflect current General Ledger balances 
and transactions that have been approved, but are still pending. 

• All – When this option is selected, the balance amounts in the 
search results will reflect current General Ledger balances, as 
well as (1) pending transactions that have been approved, and 
(2) transactions that are in transit for approval, but not yet fully 
approved. 
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Using the Available Balances Inquiry 
Follow the steps in this procedure to initiate an Available Balances inquiry. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click Available Balances. 

 
The Available Balances Lookup screen is displayed (see Figure 3 on page 8). Required 
search criteria fields are indicated with an asterisk (*). While entering your search criteria, 
remember that you can click the  button if you want to clear all your entries and start 
over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code field defaults to SC, and should not be changed. 
4. In the Account Number field, type the complete 10-digit account number for which you want 

to run this balance inquiry. You can also click the adjacent lookup  icon to search for the 
desired account number. (See Using Account Lookup on page 44 for account number 
lookup instructions.) 

5. If you want the search results to include balance information for all Object Codes associated 
with the specified account number, leave both the Object Code and Budget Control Group 
fields empty. 

• Optionally, you can enter an Object Code if you want to restrict the search results to 
include only balance information for the account number and Object Code you have 
specified. Click the adjacent lookup  icon if you want to search for an Object Code. 

• Likewise, you can specify a Budget Control Group if you want to limit your search 
results to show only balance information for those Object Codes associated with the 
account number and Budget Control Group you have specified. Click the adjacent 
lookup  icon if you want to search for a Budget Control Group. 
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6. For the Consolidation Option, the Consolidation radio button is selected by default, and 
should be left unchanged. 

7. For the Include Pending Ledger Entry option, choose the appropriate radio button to 
specify whether you want your search results to include transactions that have not yet 
posted to the General Ledger. (See page 9 for a description of each option.) 

8. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom (see example 
in Figure 4.) Click any underlined item to view detailed data in a separate window (or tab, 
depending on your browser settings). 

 
Figure 4 – Available Balances Lookup screen with results 

When you click an underlined item in the inquiry results, the Kuali system will launch the General 
Ledger Balance Lookup screen in a new window or tab (depending on your browser settings). The 
search criteria fields of the lookup form will automatically be populated with information drawn from 
the row containing the hyperlink that you clicked, and any results matching those criteria will appear 
at the bottom of the screen. 
For example, let’s suppose that you click a hyperlinked amount in the Encumbrance Amount column 
of the Available Balances inquiry results. The Kuali system will display the results of a General 
Ledger Balance inquiry in a new window or tab. In the search criteria fields of that inquiry form, the 
Object Code field will be automatically populated by the object code for the row containing the 
amount you clicked, and the Bal Type field will be automatically populated by the code EN, limiting 
the results of that inquiry to balance entries for which the Balance Type Code matches any of the 
three specific encumbrance types (IE, EX, and PE). 
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Exporting Available Balances Inquiry Results 
Just beneath the Available Balances inquiry results, you will see links that you can click to export the 
results data to either a .PDF file or a .XLS (Excel) spreadsheet. (See Figure 5 below, and Figure 6 on 
page 13.) The .PDF and .XLS files use similar formatting to present the exported results in labeled 
rows and columns. 

 
Figure 5 – Example of Available Balances Lookup results in .PDF format 
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Figure 6 – Example of Available Balances Lookup results in .XLS format 

NOTE: If a column in the Excel spreadsheet is not wide enough to display all of the digits in a numerical 
value, the cell containing that value will show a string of “##” characters. The actual numbers will appear 
if you increase the width of the column containing that entry. 
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Available Balances by BCG 
The Available Balances by BCG inquiry provides the current available balance of a specific account 
with detail down to the Object Code level, sorted and subtotaled by Budget Control Group (a 
collection of related or similar Object Codes). Within the results displayed for this inquiry, if an item is 
underlined, that means it is a hyperlink. You can click the hyperlinked items to view more detailed 
data in a separate window (or tab, depending on your browser settings). Underlined balance amounts 
are hyperlinked to the corresponding General Ledger Balance inquiry, discussed separately in this 
guide (see page 20). 

Available Balances by BCG Lookup Screen 

 
Figure 7 – Available Balances by BCG Lookup screen 

Table 6. Fields and Controls on the Available Balances by BCG Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a 
different fiscal year, if desired. 

Chart Code Required field; defaults to SC (Southern California), and should not be 
changed. 

Account Number Required field. Enter the 10-digit account number for which you want to 
see available balance results. You can click the adjacent lookup  icon to 
search for the desired account number. 
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Field Name or Control Description 

Sub-Acct 
Sub-Obj 

The Sub-Account Number and Sub-Object Code fields are not currently in 
use at USC. 

Object Code Optional field. If left blank, the search results will include balance 
information for all Object Codes associated with the specified account 
number. If you enter an Object Code in this field, the search results will be 
restricted to include only balance information for the specified account 
number and Object Code. 
You can click the adjacent lookup  icon to search for an Object Code. 
This field also supports the use of an asterisk (*) wildcard character to 
replace a string of numbers. 

BCG Optional field. If you specify a Budget Control Group in this field, the 
search results will be restricted to include balance information for only 
those Object Codes associated with the account number and Budget 
Control Group you specified. If this field is left blank, the search results will 
include balance information for all Object Codes associated with the 
specified account number. You can click the adjacent lookup  icon to 
search for a Budget Control Group. 

NOTE: If you have entered anything in both the Object Code and BCG fields, the system will disregard 
the specified Budget Control Group from your search criteria, and the search results will be based on the 
Object Code alone in order to prevent conflicts. 

Consolidation Option Select one of these radio buttons to filter your search results. 
• Consolidation – When this option (the default choice) is 

selected, the balance amounts in the search results will be 
aggregated by Sub-Account Number and Sub-Object Code. 

• Detail – When this option is selected, the search results will 
include separate balances for each Sub-Account Number and 
Sub-Object Code. 

NOTE: Because Sub-Account Number and Sub-Object Code are not 
currently in use at USC, the two filter options presented here will each 
yield the same search results. For now, you should leave the default 
option selected. 

Include Pending 
Ledger Entry 

Select one of these three radio buttons to specify whether the search 
results will include transactions that are still pending (not yet posted to the 
General Ledger). 

• No – When this option (the default choice) is selected, the search 
results will reflect current General Ledger balances, including 
transactions that were posted in the most recently completed 
overnight batch process. Transactions that are still pending are 
excluded from the results. 

• Approved – When this option is selected, the balance amounts in 
the search results will reflect current General Ledger balances 
and transactions that have been approved, but are still pending. 

• All – When this option is selected, the balance amounts in the 
search results will reflect current General Ledger balances, as 
well as (1) pending transactions that have been approved, and 
(2) transactions that are in transit for approval, but not yet fully 
approved. 
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Using the Available Balances by BCG Inquiry 
Follow the steps in this procedure to initiate an Available Balances by BCG inquiry. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click Available Balances by BCG. 

 
The Available Balances by BCG Lookup screen is displayed (see Figure 7 on page 14). 
Required search criteria fields are indicated with an asterisk (*). While entering your search 
criteria, remember that you can click the  button if you want to clear all your entries 
and start over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code field defaults to SC, and should not be changed. 
4. In the Account Number field, type the complete 10-digit account number for which you want 

to run this balance inquiry. You can also click the adjacent lookup  icon to search for the 
desired account number. (See Using Account Lookup on page 44 for account number 
lookup instructions.) 

5. If you want the search results to include balance information for all Object Codes associated 
with the specified account number, leave both the Object Code and Budget Control Group 
fields empty. 

• Optionally, you can enter an Object Code if you want to restrict the search results to 
include only balance information for the account number and Object Code you have 
specified. Click the adjacent lookup  icon if you want to search for an Object Code. 

• Likewise, you can specify a Budget Control Group if you want to limit your search 
results to show only balance information for those Object Codes associated with the 
account number and Budget Control Group you have specified. Click the adjacent 
lookup  icon if you want to search for a Budget Control Group. 

6. For the Consolidation Option, the Consolidation radio button is selected by default, and 
should be left unchanged. 
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7. For the Include Pending Ledger Entry option, choose the appropriate radio button to 
specify whether you want your search results to include transactions that have not yet 
posted to the General Ledger. (See page 15 for a description of each option.) 

8. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom (see example 
in Figure 8). The results are sorted and subtotaled by Budget Control Group. Click any 
underlined item to view detailed data in a separate window (or tab, depending on your 
browser settings). 

 
Figure 8 – Available Balances by BCG Lookup screen with results 

When you click an underlined item in the inquiry results, the Kuali system will launch the General 
Ledger Balance Lookup screen in a new window or tab (depending on your browser settings). The 
search criteria fields of the lookup form will automatically be populated with information drawn from 
the row containing the hyperlink that you clicked, and any results matching those criteria will appear 
at the bottom of the screen. 
For example, let’s suppose that you click a hyperlinked amount in the Encumbrance Amount column 
of the Available Balances inquiry results. The Kuali system will display the results of a General 
Ledger Balance inquiry in a new window or tab. In the search criteria fields of that inquiry form, the 
Object Code field will be automatically populated by the object code for the row containing the 
amount you clicked, and the Bal Type field will be automatically populated by the code EN, limiting 
the results of that inquiry to balance entries for which the Balance Type Code matches any of the 
three specific encumbrance types (IE, EX, and PE). 
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Exporting Available Balances by BCG Inquiry Results 
Just beneath the Available Balances by BCG inquiry results, you will see links that you can click to 
export the results data to either a .PDF file or a .XLS (Excel) spreadsheet. (Please see Figure 9 
below, and Figure 10 on page 19.) The .PDF and .XLS files use similar formatting to present the 
exported results in labeled rows and columns. 

 
Figure 9 – Example of Available Balances by BCG Lookup results in .PDF format 
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Figure 10 – Example of Available Balances by BCG Lookup results in .XLS format 

NOTE: If a column in the Excel spreadsheet is not wide enough to display all of the digits in a numerical 
value, the cell containing that value will show a string of “##” characters. The actual numbers will appear 
if you increase the width of the column containing that entry. 
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General Ledger Balance 
The General Ledger Balance inquiry provides the General Ledger balance for a specific account by 
Object Code with balances by fiscal period. Within the results displayed for this inquiry, if an item is 
underlined, that means it is a hyperlink. You can click the hyperlinked items to view more detailed 
data in a separate window (or tab, depending on your browser settings). Underlined column headings 
in the results can be clicked to change the order in which the rows of results are displayed, although 
the original sorting order is used if you export the results to a PDF or Excel file. 

General Ledger Balance Lookup Screen 

 
Figure 11 – General Ledger Balance Lookup screen 

Table 7. Fields and Controls on the General Ledger Balance Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a 
different fiscal year, if desired. 

Chart Code Required field; defaults to SC (Southern California), and should not be 
changed. 

Account Number Required field. Enter the 10-digit account number for which you want to 
see available balance results. You can click the adjacent lookup  icon to 
search for the desired account number. 

Consolidation Option Select one of these radio buttons to filter your search results. 
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Field Name or Control Description 

• Consolidation – When this option (the default choice) is selected, 
the balance amounts in the search results will be aggregated by 
Sub-Account Number and Sub-Object Code. 

• Detail – When this option is selected, the search results will 
include separate balances for each Sub-Account Number and Sub-
Object Code. 

NOTE: Because Sub-Account Number and Sub-Object Code are not 
currently in use at USC, the two filter options presented here will each yield 
the same search results. For now, you should leave the default option 
selected. 

Amount View Option Select one of these radio buttons to specify whether you want to view 
individual monthly balance amounts or cumulative balances representing a 
running total as you progress through the fiscal year. 

• Monthly – When this option (the default choice) is selected, the 
search results will present individual monthly balances reflecting 
activity for each month separately. 

• Accumulate – When this option is selected, the search results will 
present cumulative monthly balances by adding the activity for all 
previous months in the fiscal year to each new month, thus 
providing a year-to-date total per month. 

Include Pending 
Ledger Entry 

Select one of these three radio buttons to specify whether the search 
results will include transactions that are still pending (not yet posted to the 
General Ledger). 

• No – When this option (the default choice) is selected, the search 
results will reflect current General Ledger balances, including 
transactions that were posted in the most recently completed 
overnight batch process. Transactions that are still pending are 
excluded from the results. 

• Approved – When this option is selected, the balance amounts in 
the search results will reflect current General Ledger balances and 
transactions that have been approved, but are still pending. 

• All – When this option is selected, the balance amounts in the 
search results will reflect current General Ledger balances, as well 
as (1) pending transactions that have been approved, and 
(2) transactions that are in transit for approval, but not yet fully 
approved. 

Bal Type Optional field; defaults to AC (“actual balances”), but you can enter a 
different two-character Balance Type Code, if desired. For a list of those 
codes, see page 6. You can also click the lookup  icon next to the Bal 
Type field to access the Balance Type Lookup form. (If you leave the code 
and name fields blank on that form, the lookup results will include a list of 
all Balance Type Codes, filtered by whichever radio buttons you have 
selected.) 
Note that you can leave the Bal Type field blank if you want the search 
results to include entries associated with all balance types (AC, CB, EX, IE, 
and PE). You can also enter the code EN in the Bal Type field if you want 
to filter the results to include balance entries for which the Balance Type 
Code matches any of the three encumbrance types (IE, EX, and PE). 
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Field Name or Control Description 

Sub Acct 
Sub Obj 

The Sub-Account Number and Sub-Object Code fields are not currently in 
use at USC. 

Object Code Optional field. If left blank, the search results will include balance 
information for all Object Codes associated with the specified account 
number. If you enter an Object Code in this field, the search results will be 
restricted to include only balance information for the specified account 
number and Object Code. You can click the adjacent lookup  icon to 
search for an Object Code. 

BCG Optional field. If you specify a Budget Control Group in this field, the search 
results will be restricted to include balance information for only those 
Object Codes associated with the account number and Budget Control 
Group you specified. If this field is left blank, the search results will include 
balance information for all Object Codes associated with the specified 
account number. You can click the adjacent lookup  icon to search for a 
Budget Control Group. 

Obj Type Optional field. Object Type Codes are used to identify each Object Code as 
income, expense, asset, liability, or fund balance. If you specify an Object 
Type Code in this field, the search results will be restricted to include only 
balance information associated with the account number and Object Type 
Code you have specified. If this field is left blank, the search results will 
include balance information for all Object Type Codes associated with the 
specified account number. You can click the adjacent lookup  icon to 
search for an Object Type Code. 

NOTE: If you have entered anything in more than one of the preceding fields — Object Code, BCG, and 
Obj Type — the system will include only the first of these completed fields as search criteria when 
generating results. The subsequent fields are disregarded in order to prevent conflicts. 
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Using the General Ledger Balance Inquiry 
Follow the steps in this procedure to initiate a General Ledger Balance inquiry. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click General Ledger Balance. 

 
The General Ledger Balance Lookup screen is displayed (see Figure 11 on page 20). 
Required search criteria fields are indicated with an asterisk (*). While entering your search 
criteria, remember that you can click the  button if you want to clear all your entries 
and start over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code field defaults to SC, and should not be changed. 
4. In the Account Number field, type the complete 10-digit account number for which you want 

to run this balance inquiry, or click the lookup  icon to search for a desired account number. 
(See Using Account Lookup on page 44 for account number lookup instructions.) 

5. For the Consolidation Option, the Consolidation radio button is selected by default, and 
should be left unchanged. 

6. For the Amount View Option, choose the appropriate radio button to specify whether you 
want your search results to show individual monthly balance amounts or cumulative 
balances representing a running total for the fiscal year. 

7. For the Include Pending Ledger Entry option, choose the appropriate radio button to 
specify whether you want your search results to include transactions that have not yet 
posted to the General Ledger. (See page 21 for a description of each option.) 

8. The Bal Type field defaults to AC, but you can delete or overwrite this code, if desired. Click 
the adjacent lookup  icon if you want to search for a different Balance Type. (See page 6 
for a list of Balance Type Codes.) 
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NOTE: Using only the required fields and a Balance Type code as search criteria will yield a large 
number of results, so it is always best to also specify one of the other search criteria — Object 
Code, Budget Control Group, or Object Type — to produce a more manageable set of results. 

9. If you want the search results to include balance information for all Object Codes and Object 
Type Codes associated with the specified account number, leave the Object Code, BCG 
(Budget Control Group), and Obj Type fields empty. Otherwise, if you want to limit your 
search results, you can use one of these fields as a filter: 

• Enter an Object Code if you want to restrict the search results to include only balance 
information for the account number and Object Code that you have specified. Click 
the adjacent lookup  icon if you want to search for an Object Code. 

• Specify a Budget Control Group if you want to limit your search results to show only 
balance information for those Object Codes associated with the account number and 
Budget Control Group that you have specified. Click the adjacent lookup  icon if you 
want to search for a Budget Control Group. 

• Enter an Object Type Code if you want to restrict the search results to include only 
balance information for the account number and Object Type Code that you have 
specified. Click the adjacent lookup  icon if you want to search for an Object Type 
Code. 

10. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom (see example 
in Figure 12). Click any underlined item to view detailed data in a separate window (or tab, 
depending on your browser settings). You can also click any underlined column heading to 
change the sequence in which the results are displayed, although the original sorting order 
is used if you export the results to a PDF or Excel file. 
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Figure 12 – General Ledger Balance Lookup screen with results 
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Exporting General Ledger Balance Inquiry Results 
Just beneath the General Ledger Balance inquiry results, you will see links that you can click to 
export the results data to either a .PDF file or a .XLS (Excel) spreadsheet. (See Figure 13 below, 
and Figure 14 on page 27.) The .PDF and .XLS files use similar formatting to present the exported 
results in labeled rows and columns. Note that if you chose to re-sort the results by clicking an 
underlined column heading, that change is not retained when the results are exported, so the 
results in the PDF or Excel file will appear in the same order that was used when the results were 
originally generated. 

 
Figure 13 – Example of General Ledger Balance inquiry results in .PDF format 
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Figure 14 – Example of General Ledger Balance inquiry results in .XLS format 

NOTE: If a column in the Excel spreadsheet is not wide enough to display all of the digits in a numerical 
value, the cell containing that value will show a string of “##” characters. The actual numbers will appear 
if you increase the width of the column containing that entry. 
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General Ledger Entry 
The General Ledger Entry inquiry provides all transaction entries that have been posted to the 
General Ledger for a specific account and fiscal period. Within the results displayed for this inquiry, 
if an item is underlined, that means it is a hyperlink. You can click the hyperlinked items to view 
more detailed data in a separate window (or tab, depending on your browser settings). Underlined 
column headings in the results can be clicked to change the order in which the rows of results are 
displayed, although the original sorting order is used if you export the results to a PDF or Excel file. 

General Ledger Entry Lookup Screen 

 
Figure 15 – General Ledger Entry Lookup screen 

Table 8. Fields and Controls on the General Ledger Entry Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a 
different fiscal year, if desired. 

Chart Code Required field; defaults to SC (Southern California), and should not be 
changed. 

Account Number Required field. Enter the 10-digit account number for which you want to 
see transaction entries. You can click the adjacent lookup  icon to search 
for the desired account number. 
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Field Name or Control Description 

Sub Acct 
Sub Obj 
Project Code 

The Sub-Account Number, Sub-Object Code, and Project Code fields are 
not currently in use at USC. 

Fiscal Period Required field; defaults to the two-digit number representing the current 
fiscal period, but you can enter the number for a different fiscal period, if 
you want to see transactions that were not processed in the current fiscal 
period. You can click the adjacent lookup  icon to search for a different 
fiscal period number. Note that lower numbers must start with zero (e.g., 
July = 01). 

Bal Type Optional field; defaults to AC (“actual balances”), but you can enter a 
different two-character Balance Type Code, if desired. For a list of those 
codes, see page 6. You can also click the lookup  icon next to the Bal 
Type field to access the Balance Type Lookup form. (If you leave the code 
and name fields blank on that form, the lookup results will include a list of 
all Balance Type Codes, filtered by whichever radio buttons you have 
selected.) 
Note that you can leave the Bal Type field blank if you want the search 
results to include entries associated with all balance types (AC, CB, EX, IE, 
and PE). You can also enter the code EN in the Bal Type field if you want 
to filter the results to include balance entries for which the Balance Type 
Code matches any of the three encumbrance types (IE, EX, and PE). 

Include Pending 
Ledger Entry 

Select one of these three radio buttons to specify whether the search 
results will include transactions that are still pending (not yet posted to the 
General Ledger). 

• No – When this option (the default choice) is selected, the search 
results will be restricted to transactions that have already posted to 
the General Ledger, including any that posted in the most recently 
completed overnight batch process. Transactions that are still 
pending are excluded from the results. 

• Approved – When this option is selected, the search results will 
include transactions that have already posted to the General 
Ledger and also transactions that have been approved, but are still 
pending. 

• All – When this option is selected, the search results will include 
transactions that have already posted to the General Ledger, as 
well as (1) pending transactions that have been approved, and 
(2) transactions that are in transit for approval, but not yet fully 
approved. 

Object Code Optional field. If this field is left blank, the search results will include 
transactions processed for all Object Codes associated with the specified 
account number. If you enter an Object Code in this field, the search 
results will be restricted to include only transactions processed for the 
specified account number and Object Code. You can click the adjacent 
lookup  icon to search for an Object Code. 

BCG Optional field. If you specify a Budget Control Group in this field, the search 
results will include only transactions processed for those Object Codes 
associated with the account number and Budget Control Group you 
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Field Name or Control Description 

specified. If this field is left blank, the search results will include 
transactions processed for all Object Codes associated with the specified 
account number. You can click the adjacent lookup  icon to search for a 
Budget Control Group. 

Doc Type Optional field. If you enter a Document Type in this field (max. 4 
characters), the search results will be restricted to include only transactions 
of that type. 

Obj Type Optional field. Object Type Codes are used to identify each Object Code as 
income, expense, asset, liability, or fund balance. If you specify an Object 
Type Code in this field, the search results will be restricted to include only 
transactions associated with the account number and Object Type Code 
you have specified. If this field is left blank, the search results will include 
transactions processed for all Object Type Codes associated with the 
specified account number. You can click the adjacent lookup  icon to 
search for an Object Type Code. 

NOTE: If you have entered anything in more than one of the preceding fields — Object Code, BCG, 
Doc Type, and Obj Type — the system will include only the first of these completed fields as search 
criteria when generating results. The subsequent fields are disregarded in order to prevent conflicts. 

 

Using the General Ledger Entry Inquiry 
Follow the steps in this procedure to initiate a General Ledger Entry inquiry. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click General Ledger Entry. 

 
The General Ledger Entry Lookup screen is displayed (see Figure 15 on page 28). 
Required search criteria fields are indicated with an asterisk (*). While entering your search 
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criteria, remember that you can click the  button if you want to clear all your entries 
and start over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code field defaults to SC, and should not be changed. 
4. In the Account Number field, type the complete 10-digit account number for which you want 

to run this inquiry, or click the lookup  icon to search for the desired account number. (See 
Using Account Lookup on page 44 for account number lookup instructions.) 

5. The Fiscal Period field defaults to the number representing the current fiscal period, but 
you can enter the number for a different fiscal period, if you want to see transactions that 
were not processed during the current fiscal period. Click the adjacent lookup  icon if you 
want to search for another fiscal period. 

6. The Bal Type field defaults to AC, but you can delete or overwrite this code, if desired. Click 
the adjacent lookup  icon if you want to search for a different Balance Type. (See page 6 
for a list of Balance Type Codes.) 

7. For the Include Pending Ledger Entry option, choose the appropriate radio button to 
specify whether you want your search results to include transactions that have not yet 
posted to the General Ledger. (See page 29 for a description of each option.) 

8. If you want the search results to include transactions processed for all Object Codes, 
Document Types, and Object Type Codes associated with the specified account number, 
leave the Object Code, BCG (Budget Control Group), Doc Type, and Obj Type fields 
empty. Otherwise, if you want to limit your search results, you can use one of these fields as 
a filter: 

• Enter an Object Code if you want to restrict the search results to include only 
transactions processed for the account number and Object Code that you have 
specified. Click the adjacent lookup  icon if you want to search for an Object Code. 

• Specify a Budget Control Group if you want to limit your search results to show 
only transactions processed for those Object Codes associated with the account 
number and Budget Control Group that you have specified. Click the adjacent lookup 

 icon if you want to search for a Budget Control Group. 

• Enter a Document Type if you want to restrict the search results to include only 
transactions processed for the account number and Document Type that you have 
specified. Click the adjacent lookup  icon if you want to search for a Document 
Type. 

• Enter an Object Type Code if you want to restrict the search results to include only 
transactions processed for the account number and Object Type Code that you have 
specified. Click the adjacent lookup  icon if you want to search for an Object Type 
Code. 

9. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom (see example 
in Figure 16 on following page). Click any underlined item to view detailed data in a separate 
window (or tab, depending on your browser settings). You can also click any underlined 
column heading to change the sequence in which the results are displayed, although the 
original sorting order is used if you export the results to a PDF or Excel file. 
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Figure 16 – General Ledger Entry Lookup screen with results 

Using drill-through links to view KFS document details. In the grid of results, the Doc Type 
column identifies the type of document for which information is shown in each row. If the value 
shown in that column is a KFS document type (e.g., AD, CCR, CR, GJ, PCDO, etc.), then the 
information in that row is drawn from a KFS eDoc. Therefore, the value in the Doc Number column 
of that row will be an active hyperlink that you can click to view the eDoc in question, which will 
open in a separate window or tab (depending on your browser settings). 
However, if the Doc Type column contains a value of EFS, then the information in that row is drawn 
from a document in the university’s existing financial system rather than from KFS. Consequently, 
the value in the Doc Number column will not be a hyperlink. 
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Exporting General Ledger Entry Inquiry Results 
Just beneath the General Ledger Entry inquiry results, you will see links that you can click to export 
the results data to either a .PDF file or a .XLS (Excel) spreadsheet. (See Figure 17 below, and 
Figure 18 on page 34.) The .PDF and .XLS files use similar formatting to present the exported 
results in labeled rows and columns. Note that if you chose to re-sort the results by clicking an 
underlined column heading, that change is not retained when the results are exported, so the 
results in the PDF or Excel file will appear in the same order that was used when the results were 
originally generated. 

 
Figure 17 – Example of General Ledger Entry inquiry results in .PDF format 
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Figure 18 – Example of General Ledger Entry inquiry results in .XLS format 

NOTE: If a column in the Excel spreadsheet is not wide enough to display all of the digits in a numerical 
value, the cell containing that value will show a string of “##” characters. The actual numbers will appear 
if you increase the width of the column containing that entry. 
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Sufficient Funds 
The Sufficient Funds inquiry provides the balance of an account, subtotaled into different control 
groups and categories, enabling users to determine the funds available according to certain budget 
spending criteria. 
Within the results displayed for this inquiry, if an item is underlined, that means it is a hyperlink. You 
can click the hyperlinked items to view more detailed data in a separate window (or tab, depending 
on your browser settings). 

Sufficient Funds Lookup Screen 

 
Figure 19 – Sufficient Funds Lookup screen 

Table 9. Fields and Controls on the Sufficient Funds Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a different 
fiscal year, if desired. 

Chart Code Required field; defaults to SC (Southern California), and should not be 
changed. 

Account Number Required field. Enter the 10-digit account number for which you want to see 
available funds. You can click the adjacent lookup  icon to search for the 
desired account number. 
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Field Name or Control Description 

Object Code Required field. 

Sub-Account Number 
Sub-Object Code 

The Sub-Account Number and Sub-Object Code fields are not currently in use 
at USC. 

Consolidation Option Select one of these radio buttons to filter your search results. 
• Consolidation – When this option (the default choice) is selected, the 

balance amounts in the search results will be aggregated by Sub-
Account Number and Sub-Object Code. 

• Detail – When this option is selected, the search results will include 
separate balances for each Sub-Account Number and Sub-Object 
Code. 

NOTE: Because Sub-Account Number and Sub-Object Code are not currently 
in use at USC, the two filter options presented here will each yield the same 
search results. For now, you should leave the default option selected. 

Include Pending 
Ledger Entry 

Select one of these three radio buttons to specify whether the search results 
will include transactions that are still pending (not yet posted to the General 
Ledger). 

• No – When this option (the default choice) is selected, the search 
results will reflect current General Ledger balances, including 
transactions that were posted in the most recently completed 
overnight batch process. Transactions that are still pending are 
excluded from the results. 

• Approved – When this option is selected, the balance amounts in the 
search results will reflect current General Ledger balances and 
transactions that have been approved, but are still pending. 

• All – When this option is selected, the balance amounts in the search 
results will reflect current General Ledger balances, as well as 
(1) pending transactions that have been approved, and 
(2) transactions that are in transit for approval, but not yet fully 
approved. 

 Click the budget button to view the Budget Balance Available, which is the 
Total Budget minus Expenses, External Encumbrances, Internal 
Encumbrances, and Pre-Encumbrances (Commitments). 

 Click the direct cost button to view Direct Cost Budget data (for 
Government Accounts): 
• Total Direct Budget = Total Budget minus (a) Overhead Indirect 

Budget [Object Codes beginning with 10…] and (b) Fringe Benefits 
Indirect Budget [Object Codes beginning with 13…] 

• Expense + External Encumbrances + Internal Encumbrances + Pre-
Encumbrances = Total Budget minus (a) Overhead Indirect Cost 
Expense [Object Codes beginning with 10…] and (b) Fringe Benefits 
Indirect Cost Expense [Object Codes beginning with 13…], plus 
applicable (c) Overhead Overdrafts and (d) Fringe Benefits Overdrafts 

• Direct Cost Budget Balance Available = Total Budget minus Direct 
Cost Expenses 
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Using the Sufficient Funds Inquiry 
Follow the steps in this procedure to initiate a Sufficient Funds inquiry. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click Sufficient Funds. 

 
The Sufficient Funds Lookup screen is displayed (see Figure 19 on page 35). Required 
search criteria fields are indicated with an asterisk (*). While entering your search criteria, 
remember that you can click the  button if you want to clear all your entries and start 
over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code field defaults to SC, and should not be changed. 
4. In the Account Number field, type the complete 10-digit account number for which you want 

to run this balance inquiry, or click the lookup  icon to search for a desired account number. 
(See Using Account Lookup on page 44 for account number lookup instructions.) 

5. In the Object Code field, enter the appropriate Object Code. Click the adjacent lookup  icon 
if you need to search for the Object Code. 

6. For the Consolidation Option, the Consolidation radio button is selected by default, and 
should be left unchanged. 

7. For the Include Pending Ledger Entry option, choose the appropriate radio button to specify 
whether you want your search results to include transactions that have not yet posted to the 
General Ledger. (See page 36 for a description of each option.) 

8. To run the inquiry using the search criteria that you have entered, click the  button if 
you want to see the Budget Balance Available, or the  button if you want to see 
Direct Cost Budget data. (For an explanation of these options, please refer to page 36.) 
The page will be refreshed to display the results of your inquiry at the bottom (see examples 
of Budget Data results in Figure 20 below, and Direct Cost results in Figure 21 on page 39). 
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Click any underlined item to view detailed data in a separate window (or tab, depending on 
your browser settings). 

 
Figure 20 – Sufficient Funds Lookup screen with Budget Balance results 



KFS Inquiries Reference and Training Guide 

  39 

 
Figure 21 – Sufficient Funds Lookup screen with Direct Cost Budget Balance results 
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Exporting Sufficient Funds Inquiry Results 
Just beneath the Sufficient Funds inquiry results, you will see links that you can click to export the 
results data to either a .PDF file or a .XLS (Excel) spreadsheet. Examples are shown in Figure 22 
below, and Figure 23 on page 41. The .PDF and .XLS files are each two pages in length, and use 
similar formatting to present the exported results in labeled rows and columns. 

 
Figure 22 – Example of Budget Balance results for a Sufficient Funds inquiry in .PDF format 
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Figure 23 – Example of Direct Cost Budget Balance results for a Sufficient Funds inquiry in .XLS (Excel) format 

NOTE: If a column in the Excel spreadsheet is not wide enough to display all of the digits in a numerical 
value, the cell containing that value will show a string of “##” characters. The actual numbers will appear 
if you increase the width of the column containing that entry. 
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Account Lookup 
The Account Lookup search function enables you to look up accounts in the system database 
based on the parameters that you have specified as search criteria. Any given user can look up any 
account, regardless of account-specific permissions, because only non-sensitive account information 
is displayed in the results of this search. 

Account Lookup Screen 

 
Figure 24 – Account Lookup screen 

Table 10. Fields and Controls on the Account Lookup Screen 

Field Name or Control Description 

Chart Code Required field; this field defaults to SC (Southern California), and should 
not be changed. 

Account Number Optional field. If you know the 10-digit account number of the account you 
want to look up, enter it here. This field also supports the use of an asterisk 
(*) wildcard character to replace a string of numbers, enabling you to enter 
incomplete account numbers. 

Account Extended Name 
Account Name 

Optional fields; not case sensitive. In USC’s legacy systems, lengthy 
account names were truncated (cut off) after 40 characters. In the Account 
Lookup search results, the truncated name is displayed as the Account 
Name, and the non-truncated name is displayed as the Account Extended 
Name. Because both of these fields support the use of an asterisk (*) 
wildcard character to replace a string of letters, you can enter all or part of 
an account’s name in either field to search for the desired account that 
way. 
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Field Name or Control Description 

Organization Code Optional field. To limit your search results to accounts associated with a 
specific Organization Code, enter that code here. You can click the 
adjacent lookup  icon to search for a desired code. 
Also, this field supports the use of an asterisk (*) wildcard character to 
replace a string of letters. 

Account Type Code Optionally, select one of the Account Type codes from this drop-down list 
to filter your search results. If desired, you can click the adjacent lookup  
icon to search for the applicable code. 

Sub-Fund Group Code Optional field. To limit your search results to accounts associated with a 
specific Sub-Fund Group Code, enter that code here. You can click the 
adjacent lookup  icon to search for a desired code. 
Also, this field supports the use of an asterisk (*) wildcard character to 
replace a string of letters. 

Fiscal Officer Name Optional field. To limit your search results to accounts associated with a 
specific Fiscal Officer, enter that individual’s login ID (not the person’s first 
and last name) in this field. This field supports the use of an asterisk (*) 
wildcard character to replace a string of letters. 

Closed? Optionally, select one of these three radio buttons to filter your search 
results by account status. 

• Yes – When this option is selected, the search results will consist 
of accounts that match your search criteria and currently have a 
Closed status. 

• No – When this option (the default choice) is selected, the search 
results will consist of accounts that match your search criteria and 
currently have an Active status. 

• Both – When this option is selected, the search results will include 
all accounts that match your search criteria, regardless of whether 
their status is Active or Closed. 

 
NOTE: For more information about using wildcard characters in a search, please see the separate 
document titled Kuali Basics: Reference and Training Guide, which can be accessed from the 
Kuali@USC website: <www.usc.edu/kuali>  

 

http://www.usc.edu/kuali
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Using Account Lookup 
Follow the steps in this procedure to initiate an Account Lookup search. 

1. On the Financial Main Menu screen, in the Balance Inquiries > General Ledger section, 
click Account Lookup. 

 
The Account Lookup screen is displayed (see Figure 24 on page 42). The only required 
parameter is Chart Code, which is automatically selected for you. All of the other search 
criteria fields are optional, and most of them support the use of the asterisk (*) wildcard 
character. Therefore, you have the flexibility to structure your account search so that it yields 
a wide range of results or a small, tightly filtered set. While specifying your search criteria, 
remember that you can click the  button if you want to clear all your current entries and 
start over by defining new criteria. 

2. The Chart Code field defaults to SC, and should not be changed. 
3. If you want to look up a specific account, and you know its 10-digit account number, enter it 

in the Account Number field. Alternatively, you can enter a partial account number followed 
by an asterisk (*) to see a list of accounts that all begin with the same numbers. 

4. If you want to look up an account by searching for all or part of the account name, enter it in 
the Account Extended Name field or the Account Name field. You can enter a partial 
account name preceded or followed by an asterisk (*) to see all the account names that end 
or begin with that string of letters. 

• To search for all or part of the complete, non-truncated account name, enter it in the 
Account Extended Name field. 

• To search for all or part of the truncated account name, enter it in the Account Name 
field. 

5. If you want to filter your search results by Organization Code, enter the desired code in the 
Organization Code field. Alternatively, you can enter a string of digits followed by an 
asterisk (*) to see a list of codes that all begin with the same numbers. You can also click 
the adjacent lookup  icon to search for a particular code. 
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6. If you want to filter your search results by Account Type Code, select the desired code in the 
Account Type Code drop-down list. You can click the adjacent lookup  icon if you want to 
search for the appropriate code. 

7. If you want to filter your search results by Sub-Fund Group Code, enter the desired code in 
the Sub-Fund Group Code field. Alternatively, you can enter a letter preceded or followed 
by an asterisk (*) to see a list of codes that all end or begin with the same letters. You can 
also click the adjacent lookup  icon to search for a particular code. 

8. If you want to limit your search results to accounts associated with a specific Fiscal Officer, 
enter that individual’s login ID in the Fiscal Officer Name field. Alternatively, you can enter 
a partial login ID preceded or followed by an asterisk (*) to see all login IDs that end or begin 
with that string of letters. You can also click the adjacent lookup  icon to search for the 
Fiscal Officer’s login ID. 

9. For the Closed? option, choose the appropriate radio button to specify whether you want 
your search results to include only active or closed accounts, or both. (See page 43 for a 
description of each option.) 

10. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom, as shown in 
the example in Figure 25 on page 46. You can click any underlined column heading to 
change the sequence in which the results are displayed, although the original sorting order 
is used if you export the results to a PDF or Excel file. 
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Figure 25 – Account Lookup screen with results 
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Chart of Accounts Lookups 

For information about each of the following Chart of Accounts lookups, refer to the specified page 
numbers: 

• Account (USC Account Lookup) (see page 48) 

• Object Code (see page 53) 

You can click a lookup name or page number above to proceed directly to that section of this guide. 
 



KFS Inquiries Reference and Training Guide 

  48 

Account (USC Account Lookup) 
This Account search function is available in the Lookup and Maintenance > Chart of Accounts 
section of the Financial Main Menu. It enables you to look up detailed information for accounts in 
the system database based on the parameters that you have specified as search criteria. 
At first glance, this Account Lookup may appear similar to the Account Lookup available in the 
Balance Inquiries > General Ledger section of the Financial Main Menu, but they are not the same: 
The General Ledger Account Lookup (described earlier, starting on page 42) can be used by any 
user to look up basic, non-sensitive information about all accounts. By contrast, the USC Account 
Lookup under Chart of Accounts will only display search results consisting of accounts for which the 
user has been granted access permission. In addition, the USC Account Lookup search results 
include active hyperlinks providing access to sensitive account information. 

USC Account Lookup Screen 

 
Figure 26 – USC Account Lookup screen 

Table 11. Fields and Controls on the USC Account Lookup Screen 

Field Name or Control Description 

Chart Code Required field; this field defaults to SC (Southern California), and should 
not be changed. 

Account Number Optional field. If you know the 10-digit account number of the account you 
want to look up, enter it here. This field also supports the use of an asterisk 
(*) wildcard character to replace a string of numbers, enabling you to enter 
incomplete account numbers. 
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Field Name or Control Description 

Account Extended Name 
Account Name 

Optional fields; not case sensitive. In USC’s legacy systems, lengthy 
account names were truncated (cut off) after 40 characters. In the USC 
Account Lookup search results, the truncated name is displayed as the 
Account Name, and the non-truncated name is displayed as the Account 
Extended Name. Because both of these fields support the use of an 
asterisk (*) wildcard character to replace a string of letters, you can enter 
all or part of an account’s name in either field to search for the desired 
account that way. 

Organization Code Optional field. To limit your search results to accounts associated with a 
specific Organization Code, enter that code here. You can click the 
adjacent lookup  icon to search for a desired code. 
Also, this field supports the use of an asterisk (*) wildcard character to 
replace a string of letters. 

Account Type Code Optionally, select one of the Account Type codes from this drop-down list 
to filter your search results. If desired, you can click the adjacent lookup  
icon to search for the applicable code. 

Sub-Fund Group Code Optional field. To limit your search results to accounts associated with a 
specific Sub-Fund Group Code, enter that code here. You can click the 
adjacent lookup  icon to search for a desired code. 
Also, this field supports the use of an asterisk (*) wildcard character to 
replace a string of letters. 

Fiscal Officer 
Principal Name 

Optional field. To limit your search results to accounts associated with a 
specific Fiscal Officer, enter that individual’s login ID (not the person’s first 
and last name) in this field. This field supports the use of an asterisk (*) 
wildcard character to replace a string of letters. 

Closed? Optionally, select one of these three radio buttons to filter your search 
results by account status. 

• Yes – When this option is selected, the search results will consist 
of accounts that match your search criteria and currently have a 
Closed status. 

• No – When this option (the default choice) is selected, the search 
results will consist of accounts that match your search criteria and 
currently have an Active status. 

• Both – When this option is selected, the search results will include 
all accounts that match your search criteria, regardless of whether 
their status is Active or Closed. 

 
NOTE: For more information about using wildcard characters in a search, please see the separate 
document titled Kuali Basics: Reference and Training Guide, which can be accessed from the 
Kuali@USC website: <www.usc.edu/kuali>  

 

http://www.usc.edu/kuali
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Using the USC Account Lookup 
Follow the steps in this procedure to initiate a USC Account Lookup search. 

1. On the Financial Main Menu screen, in the Lookup and Maintenance > Chart of Accounts 
section, click Account. 

 
The USC Account Lookup screen is displayed (see Figure 26 on page 48). The only 
required parameter is Chart Code, which is automatically selected for you. All of the other 
search criteria fields are optional, and most of them support the use of the asterisk (*) 
wildcard character. Therefore, you have the flexibility to structure your account search so that 
it yields a wide range of results or a small, tightly filtered set. While specifying your search 
criteria, remember that you can click the  button if you want to clear all your current 
entries and start over by defining new criteria. 

2. The Chart Code field defaults to SC, and should not be changed. 
3. If you want to look up a specific account, and you know its 10-digit account number, enter it 

in the Account Number field. Alternatively, you can enter a partial account number followed 
by an asterisk (*) to see a list of accounts that all begin with the same numbers. 
NOTE: When using the USC Account Lookup, bear in mind that the search results will contain 
only accounts for which you have the necessary access permissions. 

4. If you want to look up an account by searching for all or part of the account name, enter it in 
the Account Extended Name field or the Account Name field. You can enter a partial 



KFS Inquiries Reference and Training Guide 

  51 

account name preceded or followed by an asterisk (*) to see all the account names that end 
or begin with that string of letters. 

• To search for all or part of the complete, non-truncated account name, enter it in the 
Account Extended Name field. 

• To search for all or part of the truncated account name, enter it in the Account Name 
field. 

5. If you want to filter your search results by Organization Code, enter the desired code in the 
Organization Code field. Alternatively, you can enter a string of digits followed by an 
asterisk (*) to see a list of codes that all begin with the same numbers. You can also click 
the adjacent lookup  icon to search for a particular code. 

6. If you want to filter your search results by Account Type Code, select the desired code in the 
Account Type Code drop-down list. You can click the adjacent lookup  icon if you want to 
search for the appropriate code. 

7. If you want to filter your search results by Sub-Fund Group Code, enter the desired code in 
the Sub-Fund Group Code field. Alternatively, you can enter a letter preceded or followed 
by an asterisk (*) to see a list of codes that all end or begin with the same letters. You can 
also click the adjacent lookup  icon to search for a particular code. 

8. If you want to limit your search results to accounts associated with a specific Fiscal Officer, 
enter that individual’s login ID in the Fiscal Officer Name field. Alternatively, you can enter 
a partial login ID preceded or followed by an asterisk (*) to see all login IDs that end or begin 
with that string of letters. You can also click the adjacent lookup  icon to search for the 
Fiscal Officer’s login ID. 

9. For the Closed? option, choose the appropriate radio button to specify whether you want 
your search results to include only active or closed accounts, or both. (See page 49 for a 
description of each option.) 

10. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom, as shown in 
the example in Figure 27 on page 52. You can click any underlined column heading to 
change the sequence in which the results are displayed, although the original sorting order 
is used if you export the results to a PDF or Excel file. 

11. Note that the results displayed in several columns are active hyperlinks that you can click to 
view more information. 

Column Description of Link 

Chart Code Click this link to view details associated with the Chart Code. 

Account Number Click this link to view detailed information for that account. 

Organization Code Click this link to view details associated with that Organization Code. 

Account Type Code Click this link to view details associated with that Account Type. 

Sub-Fund Group Code Click this link to view details associated with that Sub-Fund Group. 

Fiscal Officer Name Click this link to view the Fiscal Officer’s user record. 

Account Manager Name Click this link to view the Account Manager’s user record. 
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Figure 27 – USC Account Lookup screen with results 
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Object Code 
The Object Code lookup function enables you to look up Object Codes in the system database 
based on the parameters that you have specified as search criteria. Any user can look up any Object 
Code, because only non-sensitive information is displayed in the results of this search. 

Object Code Lookup Screen 

 
Figure 28 – Object Code Lookup screen 

Table 12. Fields and Controls on the Object Code Lookup Screen 

Field Name or Control Description 

Fiscal Year Required field; defaults to the current fiscal year, but you can enter a 
different fiscal year, if desired. 

Chart Code Required field; this drop-down list is set to the default option of SC 
(Southern California), and should not be changed. 

Object Code Optional field. If left blank, the search results will include all Object Codes 
that match your other search criteria. Because this field supports the use of 
an asterisk (*) wildcard character to replace a string of numbers, you can 
enter part of an Object Code number followed or preceded by an asterisk 
to filter your search results. 
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Field Name or Control Description 

Object Code Name 
Object Code Short Name 

Optional fields; not case sensitive. Because both of these fields support the 
use of an asterisk (*) wildcard character to replace a string of letters, you 
can enter all or part of an Object Code’s name in either field to search for 
the desired code that way. 

Object Type Code Optionally, enter an Object Type code to filter your search results. If 
desired, you can click the adjacent lookup  icon to search for the 
applicable code. 

Budget Control Group 
(BCG) 

Optional field; if you specify a Budget Control Group in this field, the search 
results will include only Object Codes associated with that Budget Control 
Group. If desired, you can click the adjacent lookup  icon to look up the 
desired BCG number. 

Level Code 
Object Sub-Type Code 
Historical Financial Object 
Code 
Budget Aggregation Code 

These codes are not currently in use at USC. 

Active Indicator Optionally, select one of these three radio buttons to specify whether your 
search results should include or exclude Object Codes that are not active 
in the system. 

• Yes – When this option (the default choice) is selected, the search 
results will consist only of Object Codes that match your search 
criteria and currently have Active status. 

• No – When this option is selected, the search results will consist 
only of Object Codes that match your search criteria and currently 
do not have Active status. 

• Both – When this option is selected, the search results will include 
all Object Codes that match your search criteria, regardless of 
whether their status is Active or Closed. 

 
NOTE: For more information about using wildcard characters in a search, please see the separate 
document titled Kuali Basics: Reference and Training Guide, which can be accessed from the 
Kuali@USC website: <www.usc.edu/kuali>  

 

http://www.usc.edu/kuali
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Using Object Code Lookup 
Follow the steps in this procedure to initiate an Object Code Lookup search. 

1. On the Financial Main Menu screen, in the Lookup and Maintenance > Chart of Accounts 
section, click Object Code. 

 
The Object Code Lookup screen is displayed (see Figure 28 on page 53). The only required 
parameters are Fiscal Year and Chart Code, both of which are automatically selected for you. 
All of the other search criteria fields are optional, and most of them support the use of the 
asterisk (*) wildcard character. Therefore, you have the flexibility to structure your Object 
Code search so that it yields a wide range of results or a small, tightly filtered set. While 
specifying your search criteria, remember that you can click the  button if you want to 
clear all your current entries and start over by defining new criteria. 

2. The Fiscal Year field defaults to the current fiscal year. You can enter a different fiscal year 
for your search, if desired. 

3. The Chart Code drop-down list defaults to SC - Southern California, and should not be 
changed. 

4. If you want to look up a specific group of Object Codes that all begin or end with the same 
numbers, enter those digits either followed or preceded by an asterisk (*) wildcard character 
in the Object Code field. 

5. If you want to look up an Object Code by searching for its full or short name, enter the name 
in the Object Code Name field or the Object Code Short Name field, respectively. You can 
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enter a partial name preceded or followed by an asterisk (*) to see all the Object Code 
names that end or begin with that string of letters. 

6. If you want to filter your search results by Object Type Code, enter the desired code in the 
Object Type Code field. You can click the adjacent lookup  icon if you want to search for 
the appropriate code. 

7. If you want to filter your search results by Budget Control Group, enter the desired code in 
the Budget Control Group (BCG) field. You can also click the adjacent lookup  icon to 
search for a particular BCG code. 

8. For the Active Indicator option, choose the appropriate radio button to specify whether you 
want your search results to include or exclude Object Codes that are currently active. (See 
page 54 for a description of each option.) 

9. Click the  button to run the inquiry using the search criteria that you have entered. 
The page will be refreshed to display the results of your inquiry at the bottom, as shown in 
the example in Figure 29 on page 57. You can click any underlined column heading to 
change the sequence in which the results are displayed, although the original sorting order 
is used if you export the results to a PDF or Excel file. 

10. Note that the results displayed in several columns are active hyperlinks that you can click to 
view more information. 

Column Description of Link 

Fiscal Year Click this link to view details associated with the Fiscal Year. 

Chart Code Click this link to view details associated with the Chart Code. 

Object Code Click this link to view details associated with that Object Code. 

Object Sub-Type Code The links in this column are not currently used by USC. 

Object Type Code Click this link to view details associated with that Object Type Code. 

Object Type Description Click this link to view details associated with the Object Type. 

Budget Control Group Click this link to view details associated with that Budget Control Group. 

MFS Group Code Click this link to view details associated with the Monthly Financial 
Statement Group. 
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Figure 29 – Object Code Lookup screen with results 
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