
Ledger Summary 
• Ledger Summary reports are used to show all expenses accrued, including deposits 

and intra-fund transfers. 
• To pull a Ledger Summary report, log in to the Finance Module in Campus Connection.

 
•  Add the ‘Print Ledger Summary Report’ tile to your Homepage, if it isn’t already there. 

Type in ‘ledger’ in the search menu at the top of the screen, and click on ‘Print ledger 
Summary Report’ when it pops up.

 
• This will pull up the ‘General Ledger Summary’ report page. 
• Click on the three dots at the top right corner, and click ‘Add to Homepage’. 

 
• To run a summary for the first time, click on ‘Add a New Value’ and type in the name 

you’d like to use for that report. 

 

 

 

 

 



• This screen will appear.

 
• Click on ‘Refresh’, and the parameter sequences will pop-up.

 
 
 
 



• Enter in your search parameters; this will include ‘Fiscal year’ and ‘To Period’ at the top, 
and sequences ‘Account’, ‘Fund Code’, and ‘Department’ in the ChartField Selection. 
(Note: it’s easiest and best to set the ‘To Period’ to 12, so the report pulls everything 
that’s current) 

 
• After entering the parameters, click on ‘Save’ at the bottom of the screen, then click 

‘Run’ at the top.

 
• This screen will pop-up. Select ‘PSNT’ for the Server Name, then click on ‘OK’.

 
• It’ll kick back to the report parameters, and click on ‘Report Manager’ at the top.

 



• The report will appear in your queue after it has run. Click on the link to the left of the 
screen under ‘Report’.

 
• Click on the PDF version of your report under ‘File List’ to view it.

 
 

• The report will look something like this: 

 
• Account 105251 will show up first, and entails EVERYTHING. It’s broken down by 

specific account further down in the report. 
• If looking for semester distributions through student fees on local funds, these will 

appear under 460001 ‘Tuition and Fees’. 

 



• If looking for payments from student accounts on local funds (such as locker rental, 
instrument/supply rentals, etc, etc), these will appear under 124001 ‘Accounts 
Receivable – Current’ under the ‘Credit’ column. 

 
• You can set the parameters to only reflect specific accounts to simplify things if 

you’d like. 


