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I. Objective	

 
The purpose of this job aid is to show a user how to use the ChartField Values inquiry page within 
PeopleSoft Finance to search and review the University’s chart of accounts and existing ChartFields.  
 

II. Understanding	ChartField	Values	
 

• A ChartField is a data field that stores accounting information used for budgeting, internal, and 
external reporting.  All accounting systems consist of codes used to identify transactions and 
track financial activity.   

• USC Required ChartFields are: 
 

 
 

• A full listing of ChartFields can be found at the end of this job aid in the Appendix or online by 
clicking here. 

• Use the USC CoA Combos Inquiry Page Job Aid to look up valid ChartFields. For more 
information click here.  
 

III. Using	PeopleSoft	Finance	to	look	up	specific	ChartField	Values	
 

This is an example of how to navigate to the ChartField Values page. 
 
Step 1: Log into PeopleSoft Finance System and navigate to the ChartField Values page by selecting: 

 
Main Menu > USC Conversion > USC ChartField Mapping > ChartField Values. 

 

 
 
Step 2: Next, select a ChartField to look up (i.e. Department, Fund, Class, Project, Cost Share, etc.). Each 
option will open a Find an Existing Value page where search criteria can be entered. The following 
sections walks through each of the chartfield options.  
 

https://sc.edu/about/offices_and_divisions/controller/documents/peoplesoft_chart_of_accounts_2022.pdf
https://sc.edu/about/offices_and_divisions/controller/documents/usc_coa_combos_inquiry_page_job_aid.pdf
https://finance.ps.sc.edu/
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IV. ChartField	Values:	Operating	Unit	

 
Operating Unit – Identifies who (campus, college, division) is spending the funds. 

 
Step 1: For this example, select Operating Unit on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Operating 
Unit or Description field.   

 
Note:  The SetID will always equal USC01.   

 
For this example, use the Description text box to perform a search for departments that contains the 
word Finance.  
 

 
 
Step 3: From the search results list, select an Operating Unit for further review. For this example, select 
CL010 – FINANCE. The Operating Unit page will provide additional information, including: 

 
1. If the operating unit is active or inactive. 
2. The long and short description of the Operating Unit or chartfield value. 
3. If the chartfield value is marked budgetary only. Budgetary only operating units are not used 

in General Ledger transactions.     
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V. ChartField	Values:	Department	

 
Department – Identifies who (Department) is spending the funds. 
 
Step 1: For this example, select Department on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Department 
or Description field.   

 
For this example, use the drop-down box for description to select “contains” and then key “research” in 
the description and perform a search. Notice the results appear below the screen and 168 departments 
are returned that contain the word “research”.   

 

 
 
Step 3: From the search results list, select a department for further review. For this example, select the 
“Animal Research” department number 220075. The Department page will provide additional 
information, including: 

 
1. If the value is active or inactive. 
2. The long and short description of the Department. 
3. If the chartfield value is marked budgetary only. Budgetary only departments are not used in 

General Ledger transactions and are created to facilitate workflow and security in 
PeopleSoft HCM only.     
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VI. ChartField	Values:	Fund	Code	

 
Fund Code – Identifies where the funding is (source) for the transaction.  
 
Step 1: For this example, select Fund Code on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Fund Code 
or Description field.   

 
Note:  The SetID will always equal USC01.   

 
For this example, use the Fund Code text box and a wild card (%) to perform a search for Fund Codes 
that begin with D02%.   
 

 
 
Step 3: From the search results list, select a fund code for further review.  For this example, select 
D0201 – REC & FITNESS CNTR. The Fund Code page will provide additional information, including: 

 
1. If the Fund Code is active or inactive. 
2. The long and short description. 
3. If the chartfield value is marked budgetary only. Budgetary only Fund Codes are not used in 

General Ledger transactions and are used for budget purposes only. 
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VII. ChartField	Values:	Account	

 
Account – Identifies what the transaction is being used for (revenues, expenses, etc.). 
 
Step 1: For this example, select Account on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by account number, description, or account type.  
Use the magnifying glass to scroll through a list or use the text box and wildcards (%) to search for 
specific values in the account number, description, or account type fields. 
 
For this example, use the magnifying glass to select “Revenue” as the Account Type and perform a 
search. 

 
Step 3: Notice several options returned (300). To return fewer options, narrow down the results by 
incorporating additional search criteria.   
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Step 4: For this example, use the drop-down menu for Description to search for accounts that contain 
the word “gift”, narrowing the results to 17.   
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Step 5: For this example, select Cash Gifts, account number 46100 to review more information about 
the account. The Account Information page will provide several things about the account, including: 

 
1. Description 
2. Status – if the account is active or inactive. 
3. If the account is marked as a Control Account or not. If the Control Account is checked, 

journal entries cannot be keyed directly to the account. An example of a Control Account is 
10300 – Due To/Due from Claim on Cash. 

4. If the account is marked as Budgetary Only or not. If the Budgetary Only is checked, only 
system-generated entries (payroll, accounts payable, etc.) can post directly to the account.  
An example of a Budgetary Only account is 51000 for Salaries.   
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VIII. ChartField	Value:	Class	Field	

 
Class Field – Identifies how the funds are being spent (the functional account or purpose of the 
transaction) 
 
Step 1: For this example, select Class Field on the ChartField Values page. 
 

 
 
Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Class Field or 
Description field.   

 
Note:  The SetID will always equal USC01.   
 

For this example, use the Magnifying glass to perform a search of all class codes.  
 

 
 
 

 

 



 

ChartField	Values	in	PS	Finance	 	 September	2024	
	 	
 

14 
Step 3: From the Look Up Class Field page, select a class field for further review. For this example, select 
100 – Instruction.   

 

Step 4: Click the Search button and select the Class Field 100 – Instruction. 

 

Step 5: The Class Field page will provide additional information, including: 

1. If the class field is active or inactive. 
2. The long and short description of the class field. 
3. If the chartfield value is marked budgetary only. Budgetary only class fields are not used for 

General Ledger transactions and are used for budget purposes only.     
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IX. ChartField	Value:	Project	

 
Project – Identifies why the funds are being spent (grants, capital projects, endowments). 

 
Step 1: For this example, select Project on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Project or 
Description field.   

 
Note:  The SetID will always equal USC01.   
 

For this example, use the Description text box to search for values that contains the word DHEC to 
perform a search of all projects.    
 

 
 

Step 3: A listing of projects containing the word DHEC will be returned.  For this example, select project 
10006318 from the list to review further. The Project page will provide additional information, including: 

 
1. The start and end date of the project. 
2. If the project is active or inactive. 
3. The long description of the project. 
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X. ChartField	Value:	Cost	Share	

 
Cost Share – Identifies what project and transaction is being used as cost share.  

 
Step 1: For this example, select Cost Share on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Cost Share 
or Description field.   

 
Note:  The SetID will always equal USC01.   
 

For this example, use the Description text box to search for values that contains the word HICAM to 
perform a search of all cost share values.    
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Step 3: A listing of cost share projects containing the word HICAM will be returned. For this example, 
select cost share project 10012716 from the list to review further. The Cost Share page will provide 
additional information, including: 

 
1. The effective date of the cost share project 
2. If the cost share project is active or inactive 
3. The long and short description of the cost share project 

 
Note:  Cost Share project values must be manually set up within PeopleSoft Finance. If a value is not 
found, it means that it has not been set up as a cost share project value within the system and a formal 
request needs to be made. 
 

 
 

XI. ChartField	Value:	Product	
 
Product – Identifies when or the academic term the transaction is related.  

 
Step 1: For this example, select Product on the ChartField Values page. 
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Step 2: On the Find an Existing Value page, search by value or description. Use the magnifying glass to 
scroll through a list or use the text box and wildcards (%) to search for specific values in the Product or 
Description field.   

 
Note:  The SetID will always equal USC01.   
 

For this example, use the Description text box to search for values that contains 2024 to perform a 
search.   
 

 
 

Step 3: A listing of products containing 2024 will be returned.  For this example, select the product 
202408 – FALL 2024 from the list for further review. The Product page will provide additional 
information, including: 

 
1. If the Product code is active or inactive. 
2. The long and short description of the product. 

 
Note:  Product values are used within Banner to identify the semester associated with the transaction.     
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XII. PeopleSoft	Chart	of	Accounts	Diagram	(Full)	

 

 


