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Running GL Inquiry Reports

Concept

This topic describes how to use GL Inquiry to asaasgrent or historical, summary or detailed
accounting information for departments, progrants janojects.

Additional Information
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Procedure

Home Add to My Links Sign out

My Links: | Select One: v
Homepage Help

Maine Streat News =]

P"Employee Sell-semice
[- Student Self-Service
[ Enterprise Applications

[ Training Tools & Materials
- Technical Support
> Reporting Tools

— Shopping Plaza

|- iy Personalizations

'Welcome to our MaineStreet UNMS portal.

This portal provides access to information. tools. and resources specific to your role in the University of
Bangor, ME Maine System as a faculty member. staff member. student or applicant for admission. =

Get the 10 day

'You can personalize the information you see here (Quick Guide: Access and Customize Your MaineStreet

] 4:’:%:;': [Portal Page).
Feels Like: 45°F
Humidity: 80% IA SPECTAL WELCONMIE and INPORTANT INFORMATION FOR ALL CURRENT
The WWind: ealm STUDENTS AND APPLICANTS!
Py oy D

IAPPLICANTS: For information about how to log in to this MaineStreet portal, click here: Applicant
\Account Info . For information about how to check on the status of your application. click here
\Application Status Info.

CURRENT STUDENTS: For information about how to log in to this MaineStreet portal, click here:
Student Account Info.

|3

Done @ mnternet H100% -

Step | Action

1. Click theUniversity of Maine Systemlink.

[ University of Maine System|
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e C'TME""VE‘W University of Maine System

[> Financials

University of Maine System
Technical Support
Technical Support

[ Manage lssues
= Issue Reports

mSemvice
[» Student Self-Senvice
[» Enterprise Applications
[> Training Tools & Materials
[» Technical Support
> Reporting Tools
— Shopping Plaza

- My Personalizations

Main Menu >

Add to My Links Sign out

My Links: | Select One: -

ﬁ] Financials
B 6L hnauiry

Wosiate

€ Internet

H100%  +

Step | Action

Click theFinancials link.
[> Financials|

Step | Action

Click theGL Inquiry link.
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Home Add to My Links Sign out

My Links: | Select One: -

New Window | Help | /5,

<~ University of Maine System
> Technical Support
- Financials
— GL Inguiry
— FAST to GL Translate
- Employee Self-Service
[ Student Sel-Service
[ Enterprise Applications
[> Training Tools & Materials
[ Technical Support
- Reporting Tools
— Shopping Plaza
|- My Personalizations

New Gl Inquiry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value i Add a New Value | I

GL Inquiry Search ID:| begins with ||

Search ‘ Clear |Elasi:Search (8 =ave search Criteria

Find an Existing Value \ Add a Mew Value

€ Internet #100% T

Step | Action

4, On theNew GL Inquiry page, prior to creating and running a search,ngmd to
enter a name for the search.

Click the Add a New Valudab.
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Home Add to My Links Sign out

=]

New Window | Help | /5,

New Gl Inquiry
Find an Existing Value ! Add a New Value \

GL Inquiry Search ID: Deparment Inquiry

I Add

Eind an Existing Value | Add a Mew Value

€ Internet #100% T

Step | Action

5. After you hame and add a Search ID, the next timewish to run it you will look it
up and select it from théind an Existing Value page.

When naming a search it might help to use a naatadates to the search; this will
help you to more easily find the saved searchérflture.

Step | Action
6. Click the Add button.
Add
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Home Add to My Links Sign out

My Links: | Select One: -

Dew Window | Help | Customize Page | b5

GL Inquiry DEPARTHMENT INQUIRY
Search ID:
O Display Summary
= . Search
Fiscal Year: 2008|Q, @ Display Details

*Accounting Period | 04 - October v Clear I

Business Unit: Q& Delete Search
Department @ & Chartfields
Fund Code: [CR=}
Program: Q
Project: Q Q‘

o &

Operating Unit:

@ Hone ) Revenues Only © Expenses and Transfers Only

& save B Add

& Internet H100% T

Step

Action

On theSearch Criteria page, the current Fiscal Year and Accounting Blesitter by
default. Verify or adjust the default entries.
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GL Inquiry

DEPARTMENT INQUIRY

Home Add to My Links

Sign out

My Links: | Select One: -

Dlew Window | Help | Customize Page | &

Search ID:

search O Display Summary
@ Display Details
Clear

“Fiscal Year: Q

*Accounting Period

Business Unit: Q
Department Q&
Fund Code: [CR=}
Program: Q
Project: Q &
Operating Unit: (s} Q%

@ Hone ) Revenues Only O Expenses and Transfers Only

B save

Delete Search
Chartfields

(ST

€ Internet

H100%  +

Step

Action

chartfield that fit the criteria.

more than intended.

- Enter chartfield values for detailed results.
- Enter tree node values for summary results.
- When no value is entered for a chartfield, iufesin a return of all values for that

When deciding what to enter for your search catecbnsider if you want to lookup
information about specific chartfields or lookufiammation for a range of values.

- Be aware that entering too narrow search crit@ight limit your search results
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Home Add to My Links Sian out
- e
Dew Window | Help | Customize Page | b5
GL Inquiry DEPARTHENT INGUIRY
Search ID:
O Disflay Summary
“Fiscal Year: Q ﬂl @ Disflay Details
Business Unit: Q& Delete Search
Department 6200021 Q & ST
Fund Code: Q. g%
Program: Q
Project: Q 9'9
Operating Unit: (s} Q%
@ Hone ) Revenues Only O Expenses and Transfers Only
& save B Add
€ Internet H100% T
Step | Action
9. - You can clear entered values on 8earch Criteria page by clicking th€lear
button.

- If this is a saved search, you can delete itllmking the Delete Searctbutton.

- Click theChartfields button if you want a listing of values for a peutar chartfield.
Before running your search, you can also apphjtex fio your search. In theilters
section, selectinloneapplies no filter. SelectinBevenues Onlyeturns results only
related to revenues. SelectiBgpenses and Transfers Onhgturns results only
related to expenses and transfers of fund.

Click theSearchbutton to initiate your search.
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Home Add to My Links Sian out

My Links: | Select One: v
-~

® Display Summary
- . Search
Fiscal Year: O\  Display Details
*Accounting Period | 09 - March ~ Clear

Business Unit: l:lQ Lo Delete Search
Department 5200021 Q & Applied Med Science-Res Chartields
Fund Code: Q£
Program: a £

aQ #

@ None ORevenues Only (O Expenses and Transfers Only

View All First 1-33 of 33 Last
e Fund _Program Project Status Op Unit
2 oo -
9 oo G4000682 Careerhlhv A Open
8 oo 6401273 Tox OfPar | Open
2 o4
a 20 6401374  Chronic Di | Open
9 04 5400597 Steller Se | Cpen
9 04 6400741 ToxofPar | Open
9 04 G400742 Right Whal | Closed
9 04 5405048  Toxicity O A Open
9 00021 Applied Me 04 6470005  Acguisitio A Open
9 6200021 Applied Me 10 6470008 PelsueFSR | Open
9 00021 Applied Me a0 G470009 MNGFSR200 | Open
9 5200021 Applied Me 20 G400024 Atm&Radi | Open
9 6200021 Applied Me 20 6400062 Careel ;A Open
2006 8 LINSAE E200021 seelisd b1 an £400N89  Thragin Ly fal-1-1-1 >
Dore €D Internat 00 T

Step | Action

10. | One search result row will return for each disticminbination that matches the search
criteria. You can click on any link in a searchulesow to open th®isplay
Summary page.
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Fiscal Year: 2006 Accounting Period:

08 - March

Home Add to My Links Sign out
My Links: | Select One: -

S
@) Display Summary
© Display Details

Business Unit: UMS05
6200021

Fund Code: 20

Department:

Program:

Project. 6401374

Operating Unit:

Na Filter

n ssets/Liabiliies

University of Southern Maine
Applied Med Science-Res
Restricted Expendable

Chronic Disease 05/06

Attribute Values

Refine Search

Inactive Attributes Prey Period ‘ Next Period ‘

=
]

Report Manager

Beginning of Beqinning of Current Month YTD Activity Current Balance
Year Nonth
Statistics Values 0.00 0.00 0.00 0.00
'v_\ evenues/Expenses
Account Base Budget Current Budget — Current Month YeartoDate Project to Date Encumbrance Budget Variance
Government Grants -387,909.00 -387,909.00 -154.410.21 -154.410.21 -154.410.21 0.00 -233,498.79
Revenue -387,909.00 -387,909.00 -154,410.21 -154,410.21 -154,410.21 0.00 -233,498.79
v
¢ ‘ 5
Done & Internet H100% T

Step | Action

11.

On theDisplay Summary page, you can click the collapse arrow next to
Assets/Liabilitiesor Revenues/Expensése hide either of those sections.
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Home Add to My Links Sign out
I My Links: | Select One: -
~
Fiscal Year: 2006 Accounting Perioc: 09 - March © Display Summary
© Display Details
Business Unit  UMS05 University of Southern Maine
Department. 5200021 Applied Med Science-Res Attribute Values
Fund Code: 20 Restricted Expendable Refine Search
Program:
Project 6401374 Chronic Disease D5/06 Inactive Attributes I Prev Period Mext Period I
Operating Unit:
=
Report Mansger
Na Filter
» AssetsiLiabilities )
~ Revenues/Expenses B
Account Base Budget Current Budget  Current Month Year to Date  Project to Date Encumbrance Budget Variance
Government Grants -387,909.00 -387,909.00 -154.410.21 -154.410.21 -154.410.21 000 -233,498.79
Revenue -387,909.00 -387,909.00 -154,410.21 -154,410.21 -154,410.21 0.00 -233,488.79
Faculty Salaries 239,284 .00 239,284.00 19.454 00 16819208 168,192.08 58.362.00 1272994
e non 404700 nnn 4040 nn 404000 nnn non L]
£ | ¥
& Internet H100% T

Step | Action

12. | On each search result page, you can move to ¢itbarext or previous periods by
clicking on either thé\ext Periodor Prev Periodbutton.

Click on theRefine Searchbutton to return to the search criteria page.
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=]

GL Inquiry SearchID:  DEPARTMENT INGQUIRY

Home

Add to My Links

My Links: | Select One: v

Sian out

MNew Window | Help | Customize Pags | .5, %

(3 Display Summary
O Display Details

Fiscal Year: 2008 Accounting Perioc: 09 - March
Business Unit: UMS0G University of Southern Maine
Department: £200021 Applied Med Science-Res
Fund Code: 20 Restricted Expendable
Program:
Project: 6401374 Chronic Disease 05/08

Operating Unit:

No Filter

v Assets/Liabilities

Inactive Attributes

Refine Search

PrevPenod | NePeriod |

=
—J

Report Manager

Bedginning of Beqinning of Current Month YTD Activity Current Balance
Year Month

Statistics Values 0.00 0.00 0.00 0.00

~ Revenues/Expenses

Account Base Budget Current Budget  Current Month YeartoDate Projectto Date Encumbrance Budget Variance

Gavernment Grants -387,900.00 -387,900.00 -154.41021 -154.410.21 -154.410.21 0.00 -233,40879

Revenue -387,909.00 -387,809.00 -154.410.21 -154,410.21 -154,410.21 0.00 -233,498.79

Faculty Salaries 239,284 00 239,284 00 19.45400 166,192 06 168,192.08 56.382.00 12,729.94

Naon-Faculty Salaries 000 1,812.00 000 1812.00 1812.00 0.00 000

Student Wages 4,402.00 1,851.00 000 0.00 0.00 0.00 1,851.00

Salaries & Wages 243,686.00 242,947.00 19.454.00 170.004.06 170,004.06 58,362.00 14,580.94

Emolovee Benefits 97.628.00 98.367.00 7.937.24 A9.361.66 £9.361.66 23.811.70 519364 bd
< | >

€D Internat 00 T

Step | Action

13.

values in the range.

Click Attribute links to view corresponding detail information furartfield values.

When a tree node value is used for criteria, abickheTree Valueslink to view all

For this example, we’ll look at thattribute Values.
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ChartField: DEFTID
Chartfield Value: 5200021 Applied Med Science-Res
Manager: Current Project Manager
Status as of: 10/25/2007
Status: Active

roject Status

Anribute entries displayed are those effective as of Fiscal Year 2006 and Accounting Period 9.

Atiribute Tree Information

Home Add to My Links Sian out

My Links: | Select One: v

-~

Level Tree Hode Description

Campus Responsibility Code 1 BPROVOST Provast Admin

Campus Responsibility Code 2 BASET_LEVEL_4 ASET Level 4

Campus Responsibility Code 3 BASET ASET

Effective Date Chartfield Attribute Description \Cfigﬁ:‘;ﬂeld Atribute Description

01/01/1901 DEFARTMENT_CODE 154 Muskie School-Public Sectorin

01/01/1901 DEFARTMENT_CODE 099 Applied Medical Science

01/01/1901 DEFARTMENT_CODE 069 Caollege of Engineering

01/01/1901 DEPARTMENT_CODE 040 Computer Science

01/01/1901 DEPARTMENT_CODE 029 Technalogy 1

01/01/1901 FAST_ACCOUNT G546703 EPIDEMIOLOGISTS 00/01

01/01/1901 FAST_ACCOUNT 6642726 TOXICITY OF DEPLETED URAN

01/01/1901 FAST_ACCOUNT 6642723 SICARBIDE MEMS RESONATORS

01/01/1901 FAST_ACCOUNT 6e42722 RADIATION BRCA 2002-04

01/01/1901 FAST_ACCOUNT 6a42721 ATM & RADIATION 02/04 RD

01/01/1901 FAST_ACCOUNT 6642714 POWER-TAILS YR2

01/01/1901 FAST_ACCOUNT 6642713 MMEP AGREEMENT

01/01/1901 FAST_ACCOUNT 6642712 ATH & RADIATION 02/03

01/01/1801 FAST_ACCOUNT 6642711 CHRONIC DISEASE

01/01/1901 FAST_ACCOUNT 6642709 POLYMORPH CANCER RISK R&D

01/01/1801 FAST_ACCOUNT 6642706 MIPS-MEMS GAS SENSORS

01/01/1901 FAST_ACCOUNT Ga42701 PERFORMABIL & POWER R&D L
€ Inkernet F 0%

Step | Action

14. | On theAttribute Details page, you can view all attribute values, informatabout
the current Project Manager and the project's otig&tus.

Status History

[Project Manager Histard

You can also click on links to view tliroject Manager Historyand theProject

For this example, we’ll look at thHeroject Manager History.

Last changed on: 11/20/2007 12:54 PM
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Home

Project Manager History

ProjectID: 5200021

Applied Med Science-Res Active

Effective Date
01/011901

Customize | Find | View All | 88 First [*] 42 0r2 [V Last
Description lanager Hame Status

2002 State R&D Bonds Former Project Manager Inactive

OK Cancel

Add to My Links

Sian out

My Links: | Select One: v

MNew Window | Help | Customize Pags | /5,

Done €D Internat 00 T
Step | Action
15. | Click theOK button to return to the summary search page.
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Home Add to My Links
My Lin Select One
-
ChartField: DEFTID
Chartfield Value: 5200021 Applied Med Science-Res
Manager: Current Project Manager Eroject lanager Histor
Status as of: 10/25/2007
Status: Active
Anribute entries displayed are those effective as of Fiscal Year 2006 and Accounting Period 9.
Atiribute Tree Information
Level Tree Hode Description
Campus Responsibility Code 1 BPROVOST Provast Admin
Campus Responsibility Code 2 BASET_LEVEL_4 ASET Level 4
Campus Responsibility Code 3 BASET ASET
Effective Date Chartfield Attribute Description \Cfigﬁ:‘;ﬂeld Atribute Description
01/01/1901 DEFARTMENT_CODE 154 Muskie School-Public Sectorin
01/01/1901 DEFARTMENT_CODE 099 Applied Medical Science
01/01/1901 DEFARTMENT_CODE 069 Caollege of Engineering
01/01/1901 DEPARTMENT_CODE 040 Computer Science
01/01/1901 DEPARTMENT_CODE 029 Technalogy
01/01/1901 FAST_ACCOUNT G546703 EPIDEMIOLOGISTS 00/01
01/01/1901 FAST_ACCOUNT 6642726 TOXICITY OF DEPLETED URAN
01/01/1901 FAST_ACCOUNT 6642723 SICARBIDE MEMS RESONATORS
01/01/1901 FAST_ACCOUNT 6e42722 RADIATION BRCA 2002-04
01/01/1901 FAST_ACCOUNT 6a42721 ATM & RADIATION 02/04 RD
01/01/1901 FAST_ACCOUNT 6642714 POWER-TAILS YR2
01/01/1901 FAST_ACCOUNT 6642713 MMEP AGREEMENT
01/01/1901 FAST_ACCOUNT 6642712 ATH & RADIATION 02/03
01/01/1801 FAST_ACCOUNT 6642711 CHRONIC DISEASE
01/01/1901 FAST_ACCOUNT 6642709 POLYMORPH CANCER RISK R&D
01/01/1801 FAST_ACCOUNT 6642706 MIPS-MEMS GAS SENSORS
01/01/1901 FAST_ACCOUNT Ga42701 PERFORMABIL & POWER R&D L
€ Inkernet F 0%

16.

Click the Project Status History link to review tReoject Status.

[Project Status Histor

Last changed on: 11/20/2007 12:54 PM
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Home Add to My Links Sign out
My Links: | Select One: v
MNew Window | Help | Customize Pags | /5,
Project Manager History
ProjectID: 200021 Applied Med Science-Res Active
customize | Find | View All | B First [l 13 or2 [ Last
Effective Date Status Start Date End Date
01/011901 Open
11/30/2008 Closed
___________________________________________|
OK Cancel
Done €D Internat 00 T

Step
17.

Action

Click theOK button to return.

Page 16 of 35
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Step | Action

18. | Click theOK button to return to thBisplay Summary page.
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Step | Action

19. | OnDisplay Summary pages, you can click ddurrent Month_totals to view
transactions for all &countsandClasscodes for that month.

For the example below, we clicked on the -105,3&8rrent Month total to open
the Journal Details page.

[ |
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Step

Action

20.

On theJournal Details page, click on amounts with a sourcéPéfY to open the

Payroll Journal Detail page.

For the example below, we clicked on the 5,58@B8®unt.

L1
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Step | Action

21. | Click theReturn button to return to th@ournal Details page.
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Step | Action

22. | Back on thelournal Details page, click on amounts with a source of AP to gben
AP Journal Details page.

For the example below, we clicked on the 52&f6unt.

L]
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Step | Action

23. | Click theReturn button to return to th@ournal Details page.
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Step

Action

24,

Back on thelournal Details Page, click on dournal ID to viewJournal Header
information.

For the example below, we clicked on Bi267910SRournal ID.

L1
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Step

Action

25.

Click theReturn button.

Page 24 of 35
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Step | Action

26. | On theDisplay Summary page, you can click oviear to Date salaries or wages to
view YTD summary by employee for that amount.

For the example below, we clicked on the 168,1921@6untYear to Date amount
for Faculty Salaries.

L1

Last changed on: 11/20/2007 12:54 PM Page 25 of 35




General Ledger: Running GL Inquiry Reports

Step | Action

27. | On thePayroll Journal Detail page, click on an Employee ID to view the employe
total YTD payroll summary.

For the example below, we clicked on 6@99999EmplID.
[ ]
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Step

Action

28.

Click theReturn button.

Last changed on: 11/20/2007 12:54 PM
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Step | Action

29. | Click on theDisplay Detailsradio button to view all YTD transactions.
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Step | Action

30. | Click on theReturn button to return to thBisplay Summary page,

Last changed on: 11/20/2007 12:54 PM Page 29 of 35




General Ledger: Running GL Inquiry Reports

Step | Action

31. | Click on a salary encumbrance amount to opertimimbrance Detailspage and
view payroll encumbrance detail.

For the following example, we clicked on the 58,882encumbrance amount.

[
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Step

Action

32.

Click theReturn button.

Last changed on: 11/20/2007 12:54 PM
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Step | Action

33. | Click on a non-salary encumbrance amount to opeEmicumbrance Detailspage
and view purchase order or travel authorizatiomitlet

For the following example, we clicked on the 1,8&0encumbrance amount.

[ ]
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Step | Action

34. | Click on aTrans. Id to view purchase order or travel authorizatioraiet

L1
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Step

Action

35.

Click theReturn button.
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Step | Action

36. | Click theReturn button to return to the Display Summary page.

37. | End of Procedure.
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