
Guide to Department Summary 
 

 

This utility allows you to look up department financial summary information by Fund and organizational level. 
The result of the lookup will show the name of department, account description, account number, budget 
(original, adjustments, and revised), activity (requisitions, encumbrances, expenditures/revenues, and total), and 
the funds available.  

 
 

Step 1:  Log on to Cal Poly Pomona Finance Web Tools http://www.csupomona.edu/~psoft/  
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Step 2:  Click on Department Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Step 3:  Enter your User Name and Password  
Step 4:  Click OK  
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Step 5:  Click on arrow and choose a level  
Step 6:  Click Next  
 
 

 
  
Step:7  Click on arrow and choose a sublevel 
Step 8:  Click Get Summary 
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Step 9:  Results of Department Summary 
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At this point you can choose to export data to Excel using “How to Export Data to Excel” on the 
Training Guide  

Definition of Terms for Department Summary Results 
 

Budget Tracks budget transactions in the financial 
system 
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Expenditures Distribution of monthly expenditures in 
the financial system  

Account Description Expense accounts   
PeopleSoft Account Classifies assets, liabilities, fund balance, 

revenues, and expenses 
Original Tracks the permanent base budget for each 

division and unit 
Adjustment Tracks temporary budget changes to 

divisions and units 
Total Original budget minus adjustment 
Encumbrance Amount of reserved funds on dispatched 

(open) Purchase Orders, designated for 
pending expenses. Encumbrances 
represent the available balance on 
Purchase Orders. PO closure will eliminate 
remaining encumbrances. 

Payment/Revenue Processes invoices and/orpayment requests 
(Direct Pays, Travel etc.), either paid or 
pending payment, and all received and 
receipted revenue.  

Total Payment plus/minus encumbrance 
Available Available funds (Budget Total less 

Encumbrances and Payments) 
 


