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Description 
This document explains how to use the three components of the GL Translate Tool :  

·  The Accounting ID Look Up  page allows the look up of a 10-digit Accounting ID for HRMS, 
ISIS, Benefactor, MAS90 or other legacy system translations.  

·  The FAST Look Up  page allows the look up of ChartFields that replace the FAST account you 
enter.  

·  The FAST Reverse Look Up  page allows the look up of the FAST account that was replaced by 
the ChartFields you enter. 

 

 

 

 

 

 

 

Locate the GL Translate Tool 
 

1.1 The GL Translate Tool  is accessed from the Enterprise Portal as shown below: 

University of Maine System > Financials > FAST to G L Translate 

 

 

 

 

 

 

1.2 If you have access to the Financials system, the GL Translate Tool  is accessed from the Financials 
menu as shown below:  

University of Maine System > General Ledger > Looku p Items > FAST to GL Translate 
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After you select the FAST to GL Translate link, The GL Translate page appears:  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accounting ID Look Up 
 

2.1 You can use the Accounting ID Look Up feature to find the 10-digit Accounting IDs that translate to 
PeopleSoft ChartField combinations. It is a helpful tool for HRMS, Benefactor, MAS90, ISIS and other 
legacy system users who must enter the Accounting ID in those systems. 

2.2 Click the Accounting ID Look Up  icon  on the GL Translate  page. The Accounting ID Look Up    
page opens in Advanced Search mode: 
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Advanced Search   

3.1 Advanced Search  mode allows you to search on one or a combination of ten qualifiers at any one time. 
They are: 

                                                    begins with  (specify first character)     

  contains  (contains character(s) you specify) 

  =     (equals) 

  not =      (not less than) 

  <        (less than) 

  <=     (less than or equal to) 

  >     (greater than) 

  >=      (greater than or equal to) 

between   (specify start and end of a range.  The end-of-range value is not 
included in your results so add one if you want it included)     

                                         in  (search for specified complete values, separate them by commas)  

3.2 To look up the Accounting ID that translates to a combination of ChartField values, enter the Chartfield 
values on the Accounting ID Look Up  page. (Note:  Since it is most often the case you will use the Accounting 
ID Look Up  tool to find a single Accounting ID, we will not go into detail about Advanced Search  options in this 
section. Please see the FAST Look Up:Search to Find ChartFields  section for more information about Advanced 
Search .) 

In the example below we entered Department 67040000, Account 40101 and Program 68021.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click  when ready. 

 

 

 

The Save Search Criteria feature on the 
Advanced Search page is explained 
later in the Explore GL Translate Tool 
Features portion of this document. 
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3.2.1 Search Results Page: If more than one Accounting ID  fits the criteria entered on the 
Accounting ID Look Up  page, the Search Results  page will open and all Accounting IDs that 
fit the criteria will appear listed. The ChartField combination each Accounting ID translates to 
appears to the left of the Accounting ID. Review the combinations and click on the appropriate 
Accounting ID to open the Accounting ID Display  page (see section 3.2.2).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.2.2 Accounting ID Display Page: If only one Accounting ID  fits the criteria entered on the Look Up 
page, the Accounting ID  Display  page will open. The Accounting ID and its Description appear 
at the top of the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.2.3 Attributes: Each Attributes link takes you to a page that provides attribute information for the 
corresponding ChartField value.  
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3.2.4 Other Display page options: The  button takes you to the ChartField Query  page 
where you can lookup all values associated with a ChartField. See section 12.1 for more 
information. Click the  button on the Accounting ID Display  page to open this document while 
using the GL Translate Tool . 

Basic Search   

4.1 Whereas Advanced Search  allows you to search on one or a combination of criteria, Basic Search  
allows you to search on only one of the seven criteria. 

4.1.1 To conduct a Basic Search , select the Basic Search link on the Accounting ID Look Up  
page. The following page opens: 

 

 

 

 

 

 

 

4.1.2 In Basic Search  mode, Operating Unit  enters by default in the Search by field. If you want 

to conduct your look up on a different ChartField, click on the drop-down arrow  to select 
a ChartField (i.e. Department, Fund Code, Account, Class Field, Program Code, Project and 
Operating Unit).    

4.1.3 In Basic Search , besides choosing a ChartField to search by, “begins with” is the additional 
criteria you can enter. If you leave the “begins with” field blank you will receive all values for 
the item selected in Search by  field. To narrow your search results, enter the first few digits 
of the ChartField value you wish to search on. 

4.1.4 In the example below, we selected Department in the Search By  field and entered the 
Department Chartfield value of 6704000 in the begins with field. As is shown in the figure 
below, our search results in over 300 Accounting IDs that fit the criteria. 
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4.1.5 Whenever you see 1-100 of 300, this usually means more than 300 items that met your 
criteria were found. Not all results are shown because there is a 300-item cap on what can 
be listed at any one time in Search Results .  When over 300 items are found, the items 
listed in the group of 300 items are randomly assigned from the total group of items that met 
the criteria.  To alphabetically or numerically sort the 300 items in your group of 300, click on 
View All then click on any column heading to sort.  View All and View 100 appear immediately 
below the words Search Results  when a search hits the 300 findings cap.  

4.1.6 If your search hits the 300 findings cap, you can revise your criteria so fewer findings result.  
For example, since many Accounting IDs are typically associated with a Department, when 
using Basic Search  to find an Accounting ID, it might be best to select a different ChartField 
in the Search By  field to limit your results. You can also use the  button to open 
the ChartField Query  page where you can lookup all values associated with a ChartField. 
See section 12.1 for more information. 
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FAST Look Up: Search to Find ChartFields 

5.1.   Click the FAST Look Up  icon  on the GL Translate  page. The FAST Look Up  page opens in 
Advanced Search  mode: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Advanced Search   

5.2    The Advanced Search  option is a powerful feature that can help you move between FAST accounts 
and ChartFields in more ways than are available in Basic Search mode. It allows you to search on 
one or a combination of several criteria and qualifiers at any one time (see section 3.1). For example, 
we want to see all FAST account numbers for Business Unit UMS07 that are included in Funds 18 and 
28. All FAST account numbers at UMS07 begin with a “7,” so we enter “7” in the FAST Account 
Number box. In the Fund Code box we choose the “in” qualifier and enter “18, 28” to choose FAST 
account numbers in only those two Funds. 
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When you click , the following results are returned: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Basic Search   

5.3 Basic Search  provides an easy and efficient way to find all the PeopleSoft ChartFields associated with 
a FAST account. To conduct a Basic Search , select the Basic Search link on the FAST Look Up  page. 
The Basic Search  page opens: 
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5.3.1 In the  mode, FAST Account Number enters by default in Search By  field.  If you 
want to base your search on a different item, click on the dropdown arrow  in the Search By  
field and choose one of the seven available items. They are: FAST Account Number, 
Department, FAST Account Description, Fund Code, Operating Unit, Program Code and 
Project. 

 

 

 

 

 

 

 

 

 

 

5.3.2 In , besides the item you enter in the Search by  field, “begins with” is the additional 
criteria you can enter before clicking  to receive results. If you leave the “begins with” 
field blank, you will receive all values for the item you entered in the Search by  field.   

5.3.3 Since the “begins with” character of some items available in the Search by  field is not unique to 
a particular Business Unit, (e.g. Fund, FAST Account Description), a search on those items 
might include information on more than one Business Unit.  For example, a search on FAST 
Account Description using “begins with” the word “Health” will list FAST accounts that start with 
“Health” from all Business Units.  For this reason, it may be more efficient to use FAST Account 
Number, Department, Operating Unit, Program, or Project when deciding what search criteria 
you’ll use.  The Search Results will be narrowed down to include just those values in your 
Business Unit since the first characters on FAST Account Number, Department, Operating Unit, 
Program and Project are Business Unit specific.  

5.3.4 After you choose the item you want to search on, enter what it begins with (plus additional 
characters if you know them) into the “begins with” field and click .   For example, if you 
are searching for the UMPI Placement Service FAST Account Number to find out what 
ChartFields replace it, you would use the dropdown box to select FAST Account Number .  You 
know the FAST Account Number begins with 7253, but you are unsure of its last three digits. 
You would enter 7253 in the “begins with” field and click .  The following Search 
Results  appear for all FAST accounts that begin with 7253: 
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5.4 The Search Results  tell you Placement Service was FAST Account Number 7253150.  Five 
ChartFields are listed in the columns to its right.  The Department ChartField is 7501103, and the Fund 
ChartField is 00.  As indicated by , there is no Program, Project, or Operating Unit ChartField 
associated with FAST account 7253150.   

5.5 Had you entered just the first three digits of the FAST account number, 725, your search would have 
given you the FAST account you were looking for, but would have included many more FAST accounts, 
as well (See Search Results below). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.6 In this case, to find Placement Service  more easily, you could sort the accounts by FAST Account 
Description by clicking on its column heading.  Your FAST Account Descriptions will list alphabetically, 
helping you locate Placement Service :  
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5.7 Keep in mind you have seven items to choose from as criteria for a Basic Search .  Therefore, you could 
also locate your Placement Service account by choosing FAST Account Description  from the “Search 
by” dropdown menu and entering “PL” in the “begins with” field.  

5.8 PROCEED WITH CAUTION whenever a search result indicates there are 300 findings.  The number of 
findings is shown at the top of the list on the right.   

 

 

 

 

 

5.9 Whenever you see “of 300,” this usually means more than 300 items that met your criteria were found. 
Not all results are shown because there is a 300-item cap on what can be listed at any one time in 
Search Results .  When over 300 items are found, the items listed in the group of 300 items are 
randomly assigned from the total group of items that met the criteria.  To alphabetically or numerically 
sort the 300 items in your group of 300, click on View All then click on any column heading to sort.  View All 

and View 100 appear immediately below the words Search Results  when a search hits the 300 findings 
cap.  
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5.10 Remember…your group of 300 will NOT include items that would otherwise have been included if the 
ENTIRE group of more than 300 items had been sorted.  The missing items might include the FAST 
account you are looking for. 

If your search hits the 300 findings cap, and you don’t find the FAST account you are looking for, you 
have two options:   

·  You can revise your search so fewer findings result.  An easy way to revise your search 
on a FAST Account Description is to add a second, third, or fourth character to what you 
entered in the “begins with” field.   

·  You can use the  feature of the GL Translate tool .  The  
feature allows you to pull-up all values for a ChartField even if a ChartField has more 
than 300 findings.  The  button is available on the FAST Look Up Display  
page that we will look at next.  The Explore GL Translate Tool Features section of this 
document has additional information about the  feature. 

 

5.11 To get information about Placement Service’s Object Codes and the Account and Class ChartFields 
that replace those Object Codes, click on the FAST Account Number, 7254150, which appears as an 
active link in the row where FAST Account Description, “Placement Service” is located. 

 

 

 

 

 

 

 

The three-section FAST Look Up Display  page opens: 
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5.12 The top section of the FAST Look Up Display  page lists the FAST Account Number you entered and  

its FAST description.  The four buttons, , in the top section are 
explained later in the Explore GL Translate Tool Features  portion of this document. 

5.13 The middle section lists the ChartFields that replace FAST Account Number 7253150.  The Attributes 
links take you to a page that provides attribute information for the corresponding ChartField value. See 
the Explore GL Translate Tool Features portion of this document for more information about 
Attributes.  

5.14 The bottom section provides information about the Object Codes used by FAST Account Number  
7253150 and the Account Chartfields they translate into: 

·  Columns 1 and 2 show the FAST  and related FAST . 

·  Columns 3 and 4 show the corresponding  ChartFields and their s. 

·  Column 5 shows the optional  ChartField.  Class can be blank, or can contain a value: 

�  Class is blank:  When a FAST Object Code translates one-on-one to an Account, there is no 
Class code, just an Account. 

 For example: 

 FAST Object Code 420 = Supplies and Materials 
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   - translates to - 

 Account 61000 = Supplies and Materials 

 A user will use Account 61000 wherever Object Code 420 would have been used in FAST. 

 

�  Class contains a value:  When a FAST Object Code does not translate one-on-one into an 
Account, an Account AND a Class replace that Object Code.   

 For example: 

 Object Code 421 = no description in FAST, but user used 421 to track a specific item 

   - translates to -  

  Account 61000 Class 01 = A specific user-defined item within the Supplies and Materials  

 A user will use Account 61000 along with Class 01 wherever Object Code 421 would have 
been used in FAST.   

5.15 The wide blue bar on the FAST Look Up Display  page offers several features and helpful bits of 
information: 

  

·   is explained below in Explore GL Translate Tool Features  .  

·   Excel Download is explained below in Explore GL Translate Tool Features.  

·   The item count tells you how many Object Codes are in this FAST Look Up 
Display  page. Some Object Codes list on two lines if their descriptions are long.   

·    Click on to reach Object Codes for a FAST account that does not appear on the first 
page.  

5.16 The navigation keys below the FAST Look Up Display  page help you move around easily: 

·   Click to go back to the list of your most recent Search Results  and back to the 
 mode of the GL Translate tool .    

·   Click to bring up (from your most recent Search Results ) the FAST Account 
Number that follows the Account you are currently looking at. 

·   Click to bring up (from your most recent Search Results ) the FAST Account 
Number that precedes the Account you are currently looking at. 

·  Be aware when using the  buttons that the buttons will select items 
only in the order they were presented immediately after you hit the  button.  That is, 
they do not recognize a revised order you may have established by sorting on the column 
headings.   

·   Since you are accessing data only, rather than changing it, you do not need to 
Refresh.   

 

FAST Reverse Look Up:  Enter ChartFields to Find a FAST Account  
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6.1 You can use the FAST Reverse Look Up  to find what FAST account is associated with the ChartField 
values you enter into as criteria. It is a helpful tool for ISIS users who need to locate the FAST 
account/object code combination that translate to the Department/Account/Class combination. 

6.2 To open the FAST Reverse Look Up page, click the FAST Reverse Look Up  icon on the GL 
Translate  page (see step 1.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.3 In the ChartField boxes, enter the ChartField values you know relate to the FAST account you are 
searching for.  For this exercise, we entered Department 6704000, Fund 00, and Account 40101 and 
clicked . 

6.3.1 Since there is more than one FAST account/object code combination associated with the 
Department/Fund/Account combination we entered as criteria, the Search Results  page opens 
with all FAST accounts listed that fit the criteria. If just one combination resulted, the FAST 
Reverse Look Up Display  page would open (see step 4.5).  
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6.3.2 On the Search Results  page shown above, you can see there are five FAST Account/Object 
Code combinations that are associated with the Department/Fund/Account combination entered 
on the FAST Reverse Look Up  page.   

6.3.3 Click on any item in the FAST Account/Object Code combination to open the FAST Reverse 
Look Up Display  page and see details.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.3.4 The FAST Account and Object Code along with their descriptions appear at the top of the page.  
The ChartField values you entered for criteria as well as others that related to this FAST 
Account, are listed on the remainder of the display page. 

6.3.5 The Attributes links take you to a page that provides attribute information for the corresponding 
ChartField value. See the Explore GL Translate Tool Features portion of this document for 
more information about Attributes.  

6.3.6 Information about the  option is provided in the Explore GL Translate Tool  
Features section. Click on the  icon to open this help document from the web.  

 

Explore GL Translate Tool Features   
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The following are special features of the GL Translate tool  that you may find useful.  Each is explained in detail 
below the list:  

  7.1) Save Your Results on EXCEL  

  8.1) Save  Your Search CRITERIA  

  9.1) Use OBJECT  to Limit Results   

  10.1) Use  to Reorder Columns and Change Sort Order 

  11.1) See the Attributes on a ChartField 

  12.1) Use  to Access this Help Document 

  13.1) See All Values with  

Save Your Results on EXCEL  

 

7.1 You will find the  Save Your Results in Excel button on the wide blue bar on the FAST Look Up  
Display   page as shown below:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.1.2 The Save Your Results in Excel  feature allows you to download into Excel the information 
you have in a FAST Look Up Display  page.  Once it is in Excel, you can process the data in 
any way you normally would using Excel features.  For example, you could add columns, delete 
rows, reformat, add formulae, cut, copy, paste, sort, and so on.  You may download information 

before or after you .  Clicking the  button moves the ChartField information on the 
FAST Look Up Display  page mid-section from the mid-section to columns so it can be included 

in your download to Excel.   is explained in detail in section 8.X of this document.  

7.1.3 How to Download to Excel : Open your Excel program and click  in the upper right-hand 
corner to minimize it. Follow instructions in the  or  portions of this 
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document until you find the results you wish to download. If you do not select the  
button, the Save Your Results in Excel  feature downloads the information below the wide 
blue band on the FAST Look Up Display  page (Object Code, Fast Title, Account, Description 
and Class). To include these items plus the other ChartFields associated with your FAST 

Account, click the  button. The FAST Look Up Display  page unfolds with additional 
columns for the ChartFields.  

7.1.4 Scroll to the right end of the expanded FAST Look Up Display  page to find the  button. Click 
. 

7.1.5 A brief message of Loading File…  will flash and the Excel spreadsheet will open (shown in two 
parts below) as a web page: 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

             7.1.6     On your menu bar, click File > Save As .  The Excel “Save As” dialogue box opens: 
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·  In the  box, use the dropdown arrow  to locate the directory on your computer where 
you want to save the Excel file. 

·  In the  box type in the name you want to call your Excel file (use no spaces).  You 
might name this file “7247100” since that is the Fast Account Number the ChartFields translate.   

·  In the  box, use the dropdown arrow  to locate the version of Excel on which you 
will save the document, e.g., Microsoft Excel Workbook, Microsoft Excel 5.0/95 Workbook, etc. 

·  Click  in the dialogue box.  

·  Click  on your http: version of the Excel spreadsheet to close it.  You will return to the FAST 
Look Up Display  page you downloaded to Excel. 

 

            7.1.7    When you want to use the Excel Spreadsheet you downloaded, open it through Excel from the file 
you saved it in.  

            7.1.8 You may use any of the Excel features you would normally use to modify your Excel file. 

            7.1.9  Format Object Code  and Fund Code :  Since some FAST Object Codes and some Funds begin 
with a zero, and those leading zeros drop from sight when downloading, you may want to format 
your Excel sheet so you can see the leading zeros. 

                      Follow these instructions to format Fund Code :   

·  Open your Excel Spreadsheet. 

·  Click on the grayed-out top bar  of the “Fund Code” column to highlight all of the rows in that 
column. 

·  Click Format  on your Excel menu bar.  Click Cells  on the dropdown list. The Format Cells  
dialogue box opens. 
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·  In the Number  tab of the Format Cells  dialogue box, under “Category”, click Number .  Then, 
further down the same list, click Custom .  “Type” appears on the right-hand side of the dialogue 
box. 

·  In the space directly under “Type,” use your backspace key to remove “00.0” and type in 00. 

·  Click .  Funds beginning with 0 are reformatted to read “00”. 

 

Follow the same instructions as above to format Object Code, except: 

·  highlight the Object Code column instead of the Fund Code column, and 

·  replace “00.0” with 000 instead of 00. 

 

            7.1.10   Keep in mind that if you do not need Excel features, you can get a copy of the unexpanded 

version of the FAST Look Up Display  page by simply using the PRINT  button on your 

computer.  PRINT will go to a second page in the  version of your display if 

necessary to pick up all lines, but it will not print the  version of your FAST Look Up 
Display  page.  

Save  Your Search CRITERIA  

 

8.1 You will find the  button and link in the  mode of the FAST Look 
Up  page: 

 

  mode: 
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8.1.1  allows you to set up the criteria for an Advanced Search and then save it 
so you can use that same criteria over and over again without re-entering your instructions each 
time. 

8.1.2 How to : In the  mode of the FAST Look Up  page 
shown in step 6.1, enter the search criteria you want to save. To save your criteria, click 

.  The Save Search As  page appears: 

  

8.1.3 In the box, enter a title for your search.  For this example, enter UMS07 Funds 
18 and 28. 

8.1.4 Click .  The following box appears telling you your search instructions are saved as 
UMS07 Funds 18 and 28:  

 

  

 

           8.1.5   On the Save Search As  box, click .  The FAST Look Up  page appears 
in the  mode with criteria from your saved search filled in.  Click  to 
begin a new search on the clean page: 
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8.1.6 When you want to re-use your search UMS07 Funds 18 and 28 , rather than re-enter the   

instructions, click the dropdown arrow  and select your saved search 

.  The search results appear. You can use the 
search as it is or revise it and click  to bring up the results of your revised search.  

8.1.7 You may have difficulty accessing a saved search if you have saved only one search.  For this 
reason, we recommend you set up and save at least two searches if you plan to use the 

 feature.  

8.1.8 To delete a search you no longer wish to keep, click .  The Delete Saved 
Searches  page appears: 

  

8.1.9 Click on the name of the search you want to delete to highlight it.  Click .  Your saved 
search is deleted.   
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Use OBJECT  to Limit Results   

 

9.1 You will find the  feature on the FAST Look Up Display  page.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

9.1.1 The Object Filter  allows you to limit the Object Codes you see on the FAST Look Up Display  
page.  It works very much like the “Object” filter you may have used in WebFA$T when you 
entered the first digit of the 3-digit Object Code followed by XX so you could view just those 
Object Codes starting with the first digit you entered.   
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9.1.2 How to Apply Object Filter : For this example, we entered FAST Account Number 7264105 
into either the  mode or the   mode of the FAST Look Up  page.  
Click  to open the FAST Look Up Display  page. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

             9.1.3 Review the Object Codes on the FAST Look Up Display  page and decide what the first digit is        

of the Object Codes you want to review.  In this example, we will enter 4XX into the  box 

and click .  The following FAST Look Up Display  page appears showing just the 4XX 
Object Codes on the FAST Account Number 7264105.   
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          9.1.4      When entering into the Object Filter  box, you must enter the first digit of the Object Code(s) you 
wish to see plus XX.  The filter will not work if you enter just the first digit or if you enter the first 
digit plus one X.   

         9.1.5 If you want to return to the full listing of Object Codes in your FAST Account Number, remove 

the 4XX from the Object Filter  box and click .  Your FAST Look Up Display  page 
reopens showing all Object Codes.  
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           9.1.6 Note that when the FAST Look Up Display  page reopens, it shows the Object Codes you 
reviewed at the top of the page, followed by those you filtered out.  Those you filtered out are in 
ascending order.  Click the  column heading if you want to reorder them by Object 
Code.  

           9.1.7 The  buttons will take you to the next or previous items in your 
Search Results, but you will need to reset the filter if you wish to filter Object Codes on those 
items.   

 

Use  to Reorder Columns and Change Sort Order  
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10.1You will find the  feature on both the expanded and unexpanded versions of the FAST Look Up 
Display  page.   allows you to personalize your FAST Look Up Display  page in four ways: 

·  reorder columns 

·  reorder sort order 

·  freeze columns 

·  hide columns  

Changes you make through  will show up on all future FAST Look Up Display  pages until 
you  again. 

10.1.1  How to reorder columns:  

 page:  The default column order for the  derived from either a 
 or an  is: 

 

You cannot change the order of the columns for .  You can, however, change 
the order of columns on the FAST Look Up Display  page.  

 

FAST Look Up Display  page:  The default column order for results on the FAST Look Up 
Display  page is as follows: 

- When you use the  version of the page: 

       

 

   - When you use the  version of the page: 

  

  

      

 

10.1.2 You may change the order of the columns on either the  version or the  
version of the FAST Look Up Display  page.   Once you change the order, each time you open 
a FAST Look Up Display  page, the columns will appear in the order you specified.   

10.1.3 Click  on the wide blue band of the FAST Look Up Display  page. In the expanded 
version, scroll to the right to find .  The Personalize Column and Sort Order  page 
appears: 
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Customize a Shrink Grid Page : 
 

 

 

Customize an Expand Grid Page:     

 

 

10.1.4 For either the  or the  version of the page, use the  arrows located to 
the right of the Column Order box to move the columns to the order you want them.   Simply 
highlight the name of the column you want to move to the far left of your page by clicking on it.  

Then click on the arrows to move the column up to the top of the list.   Reorder any other 
columns you want to move in the same manner.   

10.1.5 As you customize your columns to your preferred order, click  to see what they will look 
like.  When you are satisfied with the order you’ve defined, click  and the column order is 
saved.   
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10.1.6 Your customized column order will show up in all of your future FAST Look Up Display  page 
until you change it and click  again.   

10.2   How to reorder sort order:    

                       Search Results page:  By default, Search Results  resulting from  mode or 
 mode, are in random order (see 6.3.1 of this document for a sample screen 

shot).  You can temporarily sort data on any column in ascending or descending order by 
clicking on the column heading.  You cannot permanently set sort order for Search Results .   

 FAST Look Up Display  page:  The default sort order for results on the FAST Look Up Display  

page (whether results are on the  version or the  version) is ascending .  
The default sort column is Object Code.  Using , you can change the column you want 
to sort on as well as the sort order.  

10.2.1 Click  on the wide blue band of the FAST Look Up Display  page.  (In the expanded 
version, scroll to the right to find .)  The Personalize Column and Sort Order  page 
appears: 

  

 

 

 

 

 

 

 

 

 

 

 

10.2.2 In the Column Order  box, highlight the name of the column you wish to sort on by clicking on it.  

In the example below, Account  is highlighted. The right arrow key to the right of the Column 

Order  box becomes activated.  Click  to move your highlighted column to the Sort Order  box 
as shown below.  Click  to sort Account  in descending order.  
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10.2.3 Do not click  to see results—it can be used to preview column order, but cannot be 
used to preview sort order.  Click  and the FAST Look Up Display  page opens with 
your data sorted by Account  and in descending order:  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8.1.5 You may return to  to choose other column(s) on which to sort and indicate whether they 
should sort by ascending or descending order. Results on all future FAST Look Up Display  pages will 
follow your customized sort order.  

 

 

10.3 How to Hide Columns: You can hide from view column(s) you do not want to appear on the FAST 
Look Up Display  page: 

10.3.1 Click  on the wide blue band of the FAST Look Up Display  page.  (In the expanded 
version, scroll to the right to find .)  The “Personalize Column and Sort Order” page 
appears: 
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10.3.2 In the Column Order box, highlight the column you wish to hide.  For this example, highlight 
FAST Title .  Click . The word “(hidden)” in parentheses appears behind FAST Title as 
shown below: 

 

 

 

 

 

 

 

 

 

  

 

10.3.3 Click  to see your results.  FAST Title is hidden.  Note that  shows just four 
rows of data. 

  

10.3.4 Click  to save your customization and have it apply to all future FAST Look Up Display                          
pages.  
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10.3.5 How to Freeze Columns: Frozen columns can be customized by using the  button.  
Frozen columns display under every tab.  While frozen columns are useful for certain purposes 
in PeopleSoft, they do not add value when applied to the FAST Look Up Display  pages.  

See the  on a ChartField 

 

11.1 will find the Attributes links on the FAST Look Up Display  page as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

11.1.1 The Attributes feature links to information about the attributes on each of the ChartFields.  For 
instance, attributes on the Project ChartField for FAST grant Account Number 5535396 
“Effects on Sulfur on Ecosystem” are:   
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11.1.2 Below are the Department ChartField Attributes for FAST account 7253150, Placement 
Service: 

 

 

  

See All Values with  

 

12.1. You can click the  button on any Look Up Display  page to open the ChartField Query  
page to get the values for seven ChartFields.  You can use the ChartField Query tool to look up ALL 
values associated with a ChartField, even when there are more than 300 values. 

12.1.1. When you click , the ChartField Query  page appears.  You will select the ChartField  
you are interested in and use the ChartField Value and Additional Criteria Selection fields to 
build your query: 

 

  

 

 

 

 

 

 

 

12.1.2 Click  on the ChartField  box to select the ChartField you wish to review.  Seven ChartFields 
appear as shown below.  The ChartField Class  has user-defined values that are different for 
each user and are not on a table so Class is not included on the list.  
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12.1.3 Click on the ChartField  you wish to see.  For this exercise, click Fund Code .  Leave the 
ChartField Value  box blank to see all Fund Code values.  Click .  All of the 2-digit 
Fund Code values appear with their descriptions: 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12.1.4 To return to the top of the ChartField Query  page scroll up.  The  button at the bottom 
of the page will take you back to the most recent FAST Look Up Display  page you were on. 
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12.1.5 To see selected values of a ChartField , use ChartField  box along with the ChartField Value  
box.  For example, select ChartField  of Fund Code  and enter ChartField Value of 1. Click 

.  All, and only, fund codes beginning with a 1 appear: 

  

 

 

 

 

 

 

 

 

12.1.6   To limit your query to values associated with your Business Unit  ONLY, enter the last value of   
your Business Unit  into the ChartField Value  box.  For example, to see Operating Units 
associated with the University of Southern Maine, select ChartField  of Operating Unit  and 
enter ChartField Value  of 6.  Click  
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12.1.7 The  section provides additional parameters for your query.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12.1.8 You can use the Description  criterion to find all values for any one ChartField  that have the 
same or similar descriptions.  For example, to find all of the Honors Programs, select ChartField  
of DeptID, leave ChartField Value  blank, and enter “Honors ” in the Description  box under the 

 bar.   When you click  you will see all Departments 
starting with “Honors”.   This search would not pick up, for example, a Department titled 
“Academic Honors Program.”  
 

 

 

12.1.9   When using the  options, keep in mind the first character you 
enter into the Description , or Manager Name  options must be in UPPER CASE.   You may 
enter all or part of the Description or Manager Name to limit your results. 

 



GL Translate tool University of Maine System  

Page 40 of 43 
 

12.1.10 To find all of the Departments  assigned to a specific manager, select ChartField  of DeptiD and 

in  enter the last name of the manager into the Manager Name 
box.  For example, this exercise shows all Departments  managed by William Gilfillan.   
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FAQS:  Frequently Asked Questions 
 

 Note:  To help you distinguish ChartFields in the FAQs below, ChartFields are in UPPER CASE.   

How do I find what ChartFields make up my FAST acco unt when I know the 7-digit number? 

 Enter your 7-digit FAST account into either the Basic Search mode or Advanced Search mode of the 
FAST to GL Translate tool and click “Search”.  The FAST Look Up Display page for your account 
opens and shows all ChartFields your FAST account translated into including the ACCOUNTS and 
CLASSES that represent the Object Codes your FAST account used.  To find the FAST to GL 
Translate  tool, see the early sections of this document. 

How do I find what out ChartFields make up my FAST account when I don’t remember, or am not sure of, 
the exact FAST account number?  

 Locate the FAST to GL Translate  tool using instructions in the early part of this document.  Use either 
the Basic Search mode or Advanced Search mode of the tool to enter information you do know about 
your FAST account.  Click ‘Search’ to reveal a listing of FAST accounts that may include yours.  When 
you locate your account on the list, click on it to open the FAST Look Up Display page for the account.  
The FAST Look Up Display page opens and shows all ChartFields your FAST account translated into 
including the ACCOUNTS and CLASSES that represent the Object Codes your FAST account used. 

What are ALL of the ChartFields? 

 The eight ChartFields are: 

 BUSINESS UNIT   DEPARTMENT  ACCOUNT  CLASS  FUND   PROGRAM   PROJECT   OPERATING 
UNIT  

Are ALL ChartFields used to translate my FAST accou nt? 

 Not necessarily.  At a minimum, a FAST account translates into the four ChartFields of BUSINESS 
UNIT, DEPARTMENT, ACCOUNT and FUND.     

How can I get a list of all of the DEPARTMENTS in m y BUSINESS UNIT? 

 The ChartField Query feature displays all ChartField values.  See ChartField Query in the Explore 
FAST to GL Translate Tool Features section of this document for instructions on finding those values 
related to a single Business Unit.   

Can you show me how to download information about m y FAST account to EXCEL? 

 Download to Excel is quick and easy to learn.  See instructions for “Save Your Results in EXCEL ” in 
the Explore FAST to GL Translate Tool Features section of this document.   

Can I use more than one PROJECT with a given DEPART MENT? 

 Yes. Often times many PROJECTS are associated with a single DEPARTMENT.  For example, 
DEPARTMENT 5207982 titled “School of Marine Science Research”, has numerous, separate, research 
projects associated with it, each with its own PROJECT number.  While many different PROJECTS may 
be associated with a single DEPARTMENT, keep in mind that on a single line of a transaction, only one 
PROJECT number can be used along with the DEPARTMENT number.  
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Can I use more than one PROGRAM with a given DEPART MENT? 

 Yes, like PROJECTS, often times many PROGRAMS are associated with a single DEPARTMENT.  For 
example, the DEPARTMENT for Student Financial Aid Scholarships has hundreds of scholarships, each 
with its own PROGRAM number, included in the DEPARTMENT.  

Will a DEPARTMENT always  have a PROJECT and/or PROGRAM associated with it? 

 No.  While ChartField combinations such as (DEPARTMENT + PROJECT),or, (DEPARTMENT + 
PROGRAM), or, (DEPARTMENT + PROJECT + PROGRAM) on a transaction are common, many (but 
not all) transactions involving unrestricted, undesignated, funds will include neither PROJECT nor 
PROGRAM.    

Why do I have so many DEPARTMENTS? 

 There are two main reasons: 

 First, along with other attributes such as responsible person and type funding, each FAST account had a 
four-digit “expenditure code” that described the primary purpose of the expenditures on the account.  
Expenditure codes are commonly assigned for instruction, research, or public service, for example.  In 
preparing financial reports, institutions of higher education use uniform expenditure codes to ensure 
comparability in the data they report on.   

In setting up our PeopleSoft chart of accounts, rather than require users to determine the appropriate 
expenditure code each time they did a transaction, a decision was made to assign the expenditure code 
as an attribute of the DEPARTMENT.  Therefore, at least one DEPARTMENT exists for each distinct 
expenditure code that existed on the FAST accounts used by an academic or administrative unit.      

Second, just as academic or administrative units used different FAST accounts to group related 
transactions, many departments decided to retain those same groupings when FAST accounts were 
established in PeopleSoft.  Therefore, there is often a one-to-one relationship between a single FAST 
account and a DEPARTMENT.   

How do I know if I have to use a PROGRAM or a PROJE CT with my DEPARTMENT? 

 In either the Basic Search or Advanced Search mode of the FAST Look Up page of the FAST to GL 
Translate  tool enter your DEPARTMENT number into the DEPARTMENT box.  Click “Search”.  In the 
search results, check the PROGRAM Code and PROJECT columns to see if there are any PROGRAMS 
or PROJECTS associated with your DEPARTMENT.  Click on the PROGRAM Code or PROJECT 
number to get more information about any of them.    

Do I ever use DEPARTMENT, PROJECT, and PROGRAM on a  single transaction? 

 Yes, sometimes a PROJECT in a DEPARTMENT will also have a PROGRAM number assigned to track 
transactions using a specific funding source.  This happens most often with capital PROJECTS, funded 
in part or in total by state funds.   

Do I ever have a transaction that uses PROJECT or P ROGRAM without a DEPARTMENT? 

 No.  Every transaction must have a DEPARTMENT number.   

Do I ever use more than one FUND with the same DEPA RTMENT? 

 Yes.  While each DEPARTMENT has only one 4-digit expenditure code attribute associated with it, 
some DEPARTMENTS are an umbrella for many PROJECTS and or PROGRAMS.  For example, the 
DEPARTMENT for Biological Sciences Research has over 50 research PROJECTS under it each with 
its own PROJECT number.  The PROJECTS use a separate FUND for restricted resources (FUND 20) 
received from the sponsor as well as separate FUNDS for unrestricted cost share funds (FUND 04) that 
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were transferred to the PROJECT from a department’s E&G funds or restricted cost share funds (FUND 
24) that were transferred to the PROJECT from a restricted source such as a gift.   

Can I change the description on my DEPARTMENT? 

 To help with the transition from FAST to PeopleSoft, DEPARTMENT descriptions often took on the 
same description assigned to the FAST account.   Over the short term, we plan to keep DEPARTMENT 
descriptions as they now are.   

Should I use an ACCOUNT I never used before? 

 Yes.  When you open a FAST Look Up Display page for a FAST Account, the ACCOUNTS you see 
listed are the ACCOUNTS that represent the Object Codes you used in the past.  Just as you did with 
Object Codes, select the ACCOUNT that most accurately describes your transaction, regardless of 
whether or not you used it before. 

Do I have to use CLASS on a transaction? 

 You may have to use class on some transactions.  Department managers, project managers or your 
Chief Financial Officer may require the use of certain CLASS codes in some cases to more specifically 
define ACCOUNTS.  Check with your supervisor or the Financial Officer for your campus to review 
requirements and restrictions before using CLASS.    

Can I change an ACCOUNT description? 

 No.  ACCOUNT descriptions are static.  The description for an ACCOUNT is established and entered 
into a table at the time the ACCOUNT is created.   If you want to further define or differentiate an 
ACCOUNT, consider using CLASS.  Before doing so, however, check with your supervisor or the 
Financial Officer for your campus to review any restrictions.  

Can I use the FAST to GL Translate tool to see ALL of the ACCOUNTS and their descriptions or ALL of 
the DEPARTMENTS and their descriptions?   

 The ChartField Query feature on the FAST Look Up Display page provides a link to lists of values for 
any ChartField 

Can I use the FAST to GL Translate tool to see ALL of the FUNDS and their descriptions? 

 The ChartField Query feature on the FAST Look Up Display page provides a link to lists of values for 
any ChartField. 

How can I find out the manager of a DEPARTMENT? 

 From the FAST Look Up Display click “Attributes” for the DEPARTMENT. 

 

 


