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Description 

The GL Inquiry tool provides the option to print a report from every search result page. This quick guide describes 

how to use the Print Report  feature.  

Process Steps 

Navigation to GL Inquiry: 
 
From MaineStreet Portal menu:  University of Maine System > Financials > GL Inquiry  
                    
                                      ~ OR ~ 
 
From PeopleSoft Financials menu: University of Maine System > General Ledger > Lookup Items > GL Inquiry 
 
*** NOTE: It’s best to disable pop-up blockers prior to starting print process. 
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To print a report from a Display Details or 

Display Summary page, click the    icon 
to start the print process.  

 
 
To access the report, click the Report 

Manager link. The Report Manager Admini-
stration page will open. 

 
 
Click the                button. When the 

Status  reads “Posted,” your report is ready. 
 
 
In the Description column, click the link to 

your report to open it in a new window (see 
next page). 
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• You can access your reports from Report 
Manager for up to 10 days. From your Fi-
nancials menu select: 

           Reporting Tools > Report Manager 
 
• The View Reports For  section allows you 

to filter how many reports display in the 
“Report List” section.  
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Click on the PDF’s print icon                                   

to print the report. Click the Save a Copy 
icon                        to save the report.       

 

• If your report contains both Assets/
Liabilities and Revenues/Expenses , 
you will need to scroll down to view 
the Revenues/Expenses section. 

 

 

5 
5 

Select the Return to GL Inquiry link 
on the Report Manager Administration 
page to return to GL Inquiry. 
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