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Using the UCF Financials DataMart 
This Addy Note explains how to use the UCF Financials DataMart. The Financials DataMart 
offers the UCF community a convenient reporting resource available directly from the myUCF 
portal. There are four types of DataMarts: 

• Encumbrance contains encumbrances, pre-encumbrances, and encumbered expenses. 

• Actuals contains revenues, expenditure, and general ledger activity. 

• Budget contains initial budget entries and budget adjustments. 

• Flair contains transactions from fiscal year, 1999-2003. 

 
Step Action 

1. Go to the myUCF portal home page (www.my.ucf.edu). 
 

2. Select the Sign in to MyUCF launch box. 
 

 
 

 

http://www.my.ucf.edu/
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3. Enter your NID and Password.  
 

• NID: Your NID is your UCF Network Identification number. If you need to 
retrieve it, click on the What is my NID? link in the Sign on section of the 
UCF Federated Identity page.  
 

• NID Password: You can reset your password by clicking the What is my 
NID Password? link in the Sign on section of the UCF Federated Identity 
page. Then click Change NID Password and follow the instructions 
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4. The UCF MFA Service displays.  Select the item you wish to utilize to authenticate 
your log in to MyUCF. 
 

 
 
 

5. The UCF login homepage displays. 
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6. From the Home Page that displays, navigate to Staff Applications > UCF 
Financials. 
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7. Select the F&A DataMart link or icon. 
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8. Depending on your needs, click the desired DataMart button.  The buttons provide 
information for the following topics: Encumbrance, Actuals, Budget and FLAIR. 
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9. Select a Reporting Period, or accept the default. For departments, choose a fiscal 
year (FY) or budget period (BP) from the dropdown menu. For project, choose 
Projects.  
 

 
 
Note: In the Encumbrances DataMart, the Reporting Period for departments is 
listed by BP, which is equivalent to a fiscal year. The Reporting Period for 
departments is listed by FY in the Actuals DataMart and the Budget DataMart. 
 

10. Define the scope of your search using the dropdown list in each selection criteria 
field. Start with the Line 1 Field Name dropdown arrow.  
 

 
 

2020 
2019 
2018 
2017 
2016 
2015 
2014 
2013 
2012 
2011 
2010 
2009 
2008 
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11. Select from the list.  
 
Note: The order of the list below varies based on the section of DataMart you are 
accessing. 
 

 
 

12. Click the Line 1, Operator dropdown arrow. 
 

 
 

13. Select the appropriate Operator.  
 

 
 
Note: Use the Help button in the top right corner of the page for definitions and 
specific help with DataMart. 
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14. Enter a value in the Line 1 Value field (i.e. a department number such as 
02500001). 
 

 
 
 

15. To futher narrow your search, follow Steps 7-11 for Lines 2 and 3, if necessary.  
 

 
 

16. Select Run Query. 
 

 
 

17. View the total number of records found.  
 

 
 
Note: Results are displayed 50 lines at a time. Search for more lines unsing the 
First, Previous, Next, and Last links. 
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18. If viewing Encumbrances in DataMart, click the View Total Amount link for 
summarized totals for expenses, emcumbrances, and pre-encumbrances in 
DataMart.  
 

 
 
If viewing Actuals in DataMart, the following options are available: Expenditures, 
Libabilities, Revenue, Assets & Equaties.  
 

19. Once you have reviewed the summary, click the Close or Print button.  
 

 
 
 

20. Click the DataMart home icon.  
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21. Click the Summary button in the top-right corner of the page to open the Budget 
Position Summary search screen.  
 

 
 
Note: The Budget Position Summary provides a quick look at budget, actuals, 
expenditures, encumbrances, and pre-encumbrances for a selected project or 
department. 
 

22. Enter the department or project number.  
 

 
 

23. For departments, select a fiscal year.  
 
 
 

24. Click Submit.  
 

 
 
Note: Retreiving the data takes some time. 
 

2020 
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25. The Budget Position Summary displays.  
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