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The following walks the user through how to create and use the ledger inquiry. This inquiry replaces the current AS400 Financial Inquiries 452 and 459.
Navigation: Main Menu > Financial Services > General Ledger > Review Financial Information > Ledger
[image: image2.png]A Ledger - Microsoft Internet Explorer

Administration

=g

Ledger

ind an B

Inquiry Name:

IDMyPage Floming Links _Guest_[nvestor

Add a New Value

ACCTBAL

Find an Existing Value | Add a New Value

Search:

tyLinks: [SelectOne:

Newingow | pelo | B}





[image: image3.png]=181

Fle Edt View Favortes Took Help

| &

Q- © - ¥ & D] Pt Pronis @reie @] 3~ 1 =

Address [] ttpsfintranet2.fleminge.on.colpsp/EPBSPROJEMPLOYEE ERPc/PROCESS_JOURNALS.INQUIRY_CRITERIA.GBL7FolderPath—PORTAL ROOT_OBJECT FC_FISMAINVENLLEPC ] [ G0 | Links

w—

@orriome Blsiun out

Ledger Inquiry
Enter ledger, period, ChartFild and rest ofthe crtera. Clck on Search bufian o execufe the guery
Ledger Criteria

Inquiry Name“Unit Lodger “FiscalYear ‘From Period To Period  Curtency Stat Code
acceaL  ReweQ koA @ [morq | 1@ [12a [ Q[ a
¥ Show YTD Balance ™ Include Closing Adjustments

I Show Transaction Detaits I OnlyinBase Currency _ Max Ledger Rows:| 100

My Links [Select One: -

MewWindow | Help | Customize Pae | B}

Account

Undatefhlew |7 r 1

|Alternate Account UndateiNew

Department

Frogram Code UndateiNew

P L L LL
P L L LL

=
Updateitlew I~
=
r

LI

|Adjustment Type

UndateNew

hajusiment Perioss

Dore

[ B 83 tocalntranet

) start| @ Novel Grouptise -... | [ Mai From: <lemny....| 4 Mal To: Tracy Groo...|[&] Ledger - Microso... [&]Microsoft Excel-5... | ) Ledger Inguiry - . «@ 1o






Click to Add Inquiry
[image: image4.png]=181

P ——— 3

Q- © - ¥ & D] Pt Pronis @reie @] 3~ 1 =

Address [] ttpsfintranet2.fleminge.on.colpsp/EPBSPROJEMPLOYEE ERPc/PROCESS_JOURNALS.INQUIRY_CRITERIA.GBL7FolderPath—PORTAL ROOT_OBJECT FC_FISMAINVENLLEPC ] [ G0 | Links

o @i Bl o

My Links [Select One: -

Ledger Inquiry

Enter ledger, period, ChartField and rest afthe criteri. Click on Search button to execute the query.
Ledger Criteria

Inquiry Name“Unit Lodger “FiscalYear ‘From Period To Period  Curtency Stat Code
acceaL  ReweQ oA @ [mora | 1@ [12a [ Q[ a
¥ Show YTD Balance ™ Include Closing Adjustments

I Show Transaction Detaits I OnlyinBase Currency _ Max Ledger Rows:| 100

Find i [Adiustment Periods
Sum e [Ser [Period
ariield Vaue Set Upcateniew | 2u  Hale O
Account 53051 Q  Unisteiew B @ 1

|Alternate Account UndateiNew

Department 141020 UndateNew

Frogram Code UndateiNew

P L L LL
P L LS
LY Oy O
LI

|Adjustment Type

UndateNew

[ B K Losatmanst
start| @ Novel Groupise -.. | (M Froms <lenny... | B4 Mail Tor Tracy Groo... [ £ Ledger - Microso... [ Microscft Excel .. | 1] Leciger Inqury - &=





[image: image5.png]050 plo EEIES

e &

=

Qe - () - (%] 2] | ) sen Scravortes @Prese €2 - - 5 K]

Address [] ttpsfintranet2.fleminge.on.colpsp/EPBSPROJEMPLOYEE ERPc/PROCESS_JOURNALS.INQUIRY_CRITERIA.GBL7FolderPath—PORTAL ROOT_OBJECT FC_FISMAINVENLLEPC ] [ G0 | Links
o @some Blaonon

My Links [Select One:

= Review Financial
Information
Journals

|2l Ledger Summary
Before clicking on Detail hyper link, you can click on "Configure Ledger Chartfield Display" to display the chartfields that are pertinent to
your inguiry.

~ Payroll Atcounting.

Entries Inquiry Name: Unit Ledger Fiscal Year From Period To Period Currency Stat
- Shiertein ssountn

Suenmfnsomingl | jcoray  riews ol a1 »
1> General Reports. [7 Show YTD Balance T~ Include Closing Adjustments.
* couni Tt i
e I~ Show Transaction Details I~ Only in Base Currency Max Ledger Rows: 100

et Fancasisupoy

Chain Go To: Inquiry Criteria Ledger Detail Drill-Dow,

© Worklist
1 Tree Manager

© Reporting Taals.
~ Process Monitor (Fin.Svcs) Ledger Amount by Currency.

b HOD Administration 'YID Period Balance
1 Uilties (SAHOD) [Period  |Activity [Detail in Transaction Currency
1 Curticulum Management Currency)| Currency)|

|\ Student Financials 2 Actviy Detail 53051 Supplies Office 568.40 568.40 CAD
b PeopleTools

[ —— 3 Actvity Detail 53051 Supplies Office 27817 84757 CAD
1 Councils & Committees 4 Aoty Detail 53051 Supplies Office 997.80 1,845.37 CAD
1 Department Websites 5 Actvity Detail 53051 Supplies Office 653.23 2,498.60 CAD

[ Faculty & StaffWebsites

1 Policies & Regulations

> Stugent Govermment

o iy Contert

| Student Center [Amount i Transaction Currencyl: 249860 CAD Amount in Base Currency):

- by Ermai

[ Loan o wenct
ourse Oulines

|- Class Cancellations 1 |
[T 1B [ tocaltranet
) start| @ Novellrou... | B i From: ... | (@] selery Exam. .| ) 84RS ACTIV...| [E] Microsoft Po...|[ £ Ledger - M. ] Finencial ... | @) Ledger Ingui..| (7)| % [« & ziz4pm





Set Up the Ledger Inquiry

The first time you use Ledger Inquiry, you will need to set up the request. This is done using the following steps:

1. Click on the tab “Add a New Value” or link Add a New Value.
2. Name the Inquiry, remembering the maximum length is 8 characters. Eg ACCTBAL
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3. Complete the Ledger Criteria fields as follows: 
· Unit = ‘FLEMG’ (use drop-down list)

· Ledger = ‘ACTUAL’ (use drop-down list)
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Fiscal Year = ‘2007’ 

· From Period = ‘1’                Current Year, Full Year 
· To Period = ‘12’ 
· Check box for “Show YTD Balance” (uncheck if not using Period 1)
4. Hit the Save button at bottom of screen. 
5. To run Ledger Inquiry, hit the “Search” button”.
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                                              To run the inquiry

                                           To save the inquiry 
 Change Criteria for Ledger Inquiry
Chartfield Criteria 
To get the equivalent of entering a single account into the AS400 Financial Inquiry 452, you need to choose an Account and a Department in the Chartfield Criteria. You can use the drop-down to search for the account and department you are interested in. The example below is for office supplies for the Financial Services department.



The results of the search are shown below.  Note the following:

· Activity is shown by period
· If no currency is entered in the criteria, the default is the business unit currency = CAD. To see US dollar transactions, choose currency = “USD”

· Change Max Ledger Rows if there are more than 100 entries in an account

· To see the transactions for one period, click on the Activity link. The next screen will list the journal entries posted to the account.
· To go back and change criteria for the search, click on the Inquiry Criteria link

· To see all departments for an account, click on the Detail link 
Ledger Summary Results



                                                                       Return to search criteria

                                                        
                                                           See activity for period

To see the journal entry details, click on the Journal ID Link for the entry you are interested in. This takes you to the Journal Inquiry screen.
Journal Inquiry Details
Use the Ledger Summary or Transaction Details links to return to prior ledger inquiry screens.


                                                                              Return to ledger inquiry screens

                                                                                                                        See full entry
To see other lines in the journal entry, use the Query Journal Lines button. The default is “All Lines”. Large entries will only display 100 lines so enter lines around the line # in the From/To Line boxes.
The following is a list of journal sources:

	Source
	Description

	ADJ
	Accounting Adjustments

	ALO
	Allocation

	AP
	Accounts Payable

	CLO
	Closing Journal Entry

	CNV
	Conversion Journal

	ONL
	On-Line Journal Entry

	PAY
	Payroll Processing

	PO
	Purchasing

	SA
	Student Admin


Department Ledger Inquiries

In order to look at all accounts in your department, choose only department in the chartfield criteria. To pull only the accounts for revenue and expense or capital accounts, use the following chartfield value sets instead of a specific account:

REVENUEEXPENSE – Revenue and expense accounts

CAPITAL – Capital expenditures



Budget Ledger
The budget is kept in a separate ledger called “BUDGET” and all budgets have been uploaded into Period 1. To change the inquiry to pull budget numbers, change the Ledger to BUDGET.  This will bring up a new set of chartfield criteria and take out any of your previous settings.




There are currently three scenarios for BUDGET: APPROVED, PRELIM and UPDATE. For most inquiries you want to use the APPROVED scenario. Putting no scenario will result in doubled or tripled figures.

Include only the Department and the budget for each account will be displayed. If you want to see only your revenue and expense or capital budget, you can use the chartfield value sets.
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