General Ledger Account Inquiry

Click on the Financials menu and click:
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Display detail information For current account,

OVR

Click on the binoculars icon to find a data set. You can also use the keyboard shortcut
(Ctrl + F).

Org Enter org code, such as 13210800. Wildcard charters can also be used, such
as 1321?77?77 to limit search to orgs with eight digits.

Object Enter object code. In this example, we are using 522101. You can do
searches using wildcards, such as 52* for all services.

1Ay - Munis (FRANKLIN COUNTYI] — e ]|

[ System Favorites Financals Human Resources/Payroll  General Revenues  Property Revenues  Departmental Functions ==

@ & @ QEE FXeLER OBEBDE 73 w0 B

Account
Fund 2013 -..] RE AssESS Acet 2013-21-A2-08-00-01-0000-01-522101-
onths
org 13210800 ... APP&TXSVCS Acctname SOFTWARE SUBSCRIPTION/MAINT & Account Notes
Seafind Object 522101 .| SOFT MamNT Type Expense status | Active
— o am & ER—
User Defined Fields Multi¥r Fund

Fiscal Year 2016 Fiscal Year 2015 Fiscal Year 2017
e.000.00 e.000.00 o
o o o
00000 00000 .m
FFTET w .m
o (] 20
Available 49,849.27 -24,462.33 14,779.82 .00
Percent used 26.69 135.97 78.26 .00
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Display detail information for current account. &
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“Detail “shows detail
transactions information

Enter the vendor number for

payments only to a specific
vendor.

Journal Selection Criteria
My File Edit Tools Help

Date range 0140 015

Year /period 2016 1

Indude Unposted journals
Limit T

Actual journals

Budget journals

Encumbrance journals

Source journal
Feference 1
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e

[
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(4] to 12/31/2016  [R¥d)
to 2016 12

Enter a date to start searching for detail. (Alt+Down Arrow) OvR

Enter preferences on the Journal Selection Criteria box to limit your Search to certain

criteria.

Use the Date range fields to limit search to a specific time period.

You may limit the search by Source Journal. Click on the browse button for a list of

Source Journal Codes to choose from.

You may also limit the search by entering information in the Reference Fields (Refl is
vendor number, Ref2 is purchase order).

After entering your search preferences, press enter to start the search.
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Org 13210800 Object 522101 Project Acct 2013-21-A2-08-00-01-0000-01-522101-

Acctname SOFTWARE SUBSCRIPTION/MAINT
YR/Per Eff Dt Src Refl PD{RE{Z‘ Ref3 Refd Amount Check # Warrant Vendor i

2016/01 01/01/16 BUC 2016 BUDGT 68,00000
2016/03 03/02/16 API 62114020 91758674 3641 1238445 16020354 03031602 QHIO STATE UNIVERSITY
2016/03 03/02/16 POL 62114020 91758674 LIQ/INV -12,38445 OHIO STATE UNIVERSITY
01/05/11 PO ENT/PRF OHIO STATE UNIVERSITY
62114056 917 378 3,274.00 b 04 2 RECORDS IMAGING SERVL.
LIQ/INY RECORDS IMAGING SERVL.
62114056 PO ENT/PRF 321400 RECORDS IMAGING SERVL.
62114089 PO ENT/PRF 249228 DLT SOLUTIONS LLC

Total Amount 86,150.73

OVR

Detail of API entry (above) shows details such as PO Number, vendor, invoice number,
etc. of selected entry (below). l
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Invoice

Invaice Vendar 215537 Remit
Vearjper Name  RECORDS IMAGING SERVICE INC

Type Terms

9999

62114056

ANMUAL MAINTENANCE RENEWAL-LASERFICHE

P Paid
43411

04051602
04/05/2016
04/05/2016

N Normal
16027341
04/05/2016

Display comments assodiated with this invoice. (C)
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Account.

Fund 2013 ...| RE ASSESS Acct 2013-21-42-08-00-01-0000-01-522101-
org 13210800 .| apPaTXSVCS Acctname SOFTWARE SUBSCRIPTION/MAINT
Object 522101 SOFT MAINT Type Expense Status | Active
Project Rolup 2103 [ 21-2013-5VCS &MATLS
Multivr Fund
4'Year Comparison | Current Year | History |
Yi/Per 2016/09 Fiscal Year 2016 Fiscal Year 2015 Fiscal Year 2014 Fiscal fear 2017

Original Budget 68,000.00
Transfers In .00

68,000.00

Transfers Out .00

Revised Budget 68,000.00 68,000.00 68,000.00

Actual (Memo) 15,658.45 92,462.33 53,220.18

Encumbrances 2,492.28 oo 00

Requisiions 0

Available 49,849.27 -24,462.33 14,779.82 B
Percent used 26.69 135.97 78.26 00

(Rl o (I )(Q)[F] satrene

Display detal information for current account.

Above shows the “4 Year Comparison” tab. This shows the detail for the current
fiscal year, the two previous fiscal years, and the next fiscal year.
Clicking on a folder symbols provides additional detail for each field where available
(including requisitions) as it appears below.
;gAcccunlDeIaiI 1

My File Edit Tools Help
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Org 13210800  Object 522101  Project Acct 2013-11-A2-08-00-01-0000-01-522101-

De
Acctname SOFTWARE SUBSCRIPTION/MAINT

Posted YR/ Per Eff Dt Src Refl PO/ Retl Ref3 Refd Amount Check # Warrant Vendor i
2016/03 03/02/16 APT 091009 62114020 91758674 3641 1238445 16020354 03031602 OHIO STATE UNIVERSITY
APT 215537 62114056 91776425 327400 16027341 04061602 RECORDS IMAGING SERVL.,
4| I b

Total Amount 15,658.45

QVR.
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Account

Fund | 2013 RE ASSESS Acck |2013-2I-AZ-US-UD-DU-DUDD-U1-522101- |
Months

APPBTXSYCS  Acctname | SOFTW/ARE SUBSCRIPTION/MAINT |
W Ohbject SOFTMAINT  Type EpenEs
o] Pm]w:l The History tab provides a four
_ & |yearhistory of the account
4 Year Compatison Current Year | Histary |

E] Fiscal Year 2010 Fiscal Year 2009 Fiscal Year 2003 Fiscal Year 2007 E]
Original Budget. | 00| 00| )| )
Transfers In | .00 H .00 H .00 H .00 ‘
Trensfersout | 00| 00| )| )
Revised Budgst | 00| 00l| )| o)
Actudl (Memo) | 00| 00| )| )
Encumbrances | .00 H .00 H .00 H .00 ‘
fivailable | 00| 00| )| )
Percent Lised | 0| | o) w | o)

BN NN Atachents 0

Display detail information For current account. OWR
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Account

E Detail ;

Fund | 2013 .« | REASSESS Acct |2013-21-AZ-US-DD-UU-DUUU-DI-SZZ101-
Manths
Org 13210800 e | APPETRIVCS  Acck name |SOFTWF\RE SUBSCRIPTIONMATNT |

Seq Find object [522101 oo | SOFTMAINT  Type |Expense | Status |Active ‘ (=5 Budget Rollup Group ]
Tatals Project Ml Fund Account Mates

User Defined Fields ————
4 Year Comparison | Current Year History

YrfPer 2013/09 Fiscal Year 2013 Fiscal Year 2012 Fisﬁear 2011 Fiscal Year 2014

s000.00|[ ]| 150000|[ ]| / EE w|[&]
o[ ]| 00|-| / 15000 [ ]| w|[E]
o[ ]| = E m|[&]

|
|
|
Revised Budgat | womo| | 15,000.00 15,0000 | 0]
|
|

Criginal Budget

Transfers In

Transfers Out

Actual {Mema)

57302 | ]| 2 94Ey$§ -| ssem.8 ][ 2] m|[&]
e @ o) s

Encumbrances

tvailable 2,264.58 | [/ ammses| | -20,833.13 | m|
Percent used | 742 ﬂ 19298 | 23889 | |
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Display detail information For current account, VR

Click on the Bud Group folder icon to view budget group rollup association
for the current account.
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Rollup Code Descripkion Budget ‘ear Program Type

Access 21C03

)

If you perform a Find and click on the Bud Group Button,
it presents you with additional fields that allow you to put
in a rollup code.
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Accounk
Fund l:l Acck | \‘
Crg l:l F\cctname| \
Object |:| Type | ‘ Skatus | | N Budget Rollup Group
Poject| | Mulkivy Fund
Rallup code
Fiscal Year
Pragram cade | hd
[ Year Comparison | Currert: Year || History |
WriPer 2013/09 Fiscal Year 2013 Fiscal Year 2012 Fiscal Year 2011 Fiscal Year 2014
Criginal Budgst ‘ ‘ = | | = | | = | | =5
Transfers In ‘ ‘ = | | = | | = | | =
Transfers Qut ‘ ‘ = | | = | | = | | =
Revised Budget ‘ ‘ | | | | | |
Actual (Mema) ‘ ‘ = | | = | | = | | =
Encumbrances ‘ ‘ = | | = | | = | | =
Requiskions L = =
Available ‘ ‘ | | | | | |
Percent used ‘ ‘ | | | | | |
(DK » QB mednenso
Rallup code. VR
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Account
E Detall
Fund
o
Org 13210600 S Acck name |SOFTWARE SUBSCRIPTION/MAINT ‘

Seq Find Object 522101 oo | SOFT mamT

User Defined Fields

Heg - =08 03®

Acck |ZD13-2I-AZ-DB-UD-UU-DUDD-UI-522101-

| Status |Act|ve | [B Budget Rollup Group ]

Mulki Fund [ Account Notes

| Expense

4 Year Comparison | Current Year | History |

it [Per 2013/09 Fiscal Year 2013 Fiscal Yeat

=04 Click on browse to browse the
active data set

Original Budget 15,000,00

Transfers In

.00

Transfers Out .00 |

Revised Budgst 18,000.00 | 15,000.00

Actual (Mema) 15,735.42| 28,946.65 |

/
0] y4

Encumbrances

Requisitions /
Availzble | 2,264 .58 | -13,546.65 |/ -20,833.13 | 00|
|

Percent used | 8742 | 192,98 23889 \ 0
=

/
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Display detail information For current account,
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Org Object  Project | Description Rev Budget Actual Encumb Available Pct SEP Rev Bud SEF
13210100 Sz2101 SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.o0 0.00 .00 o.oo
13210300 SzE21ol SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.o0 0.00 .00 o.oo
13210600 Sz2lol SOFTWARE SUBSCRIPTIONMAINT 0.00 0.00 0.00 0.00 .00 0.00

< >
Column Total

Rew Budget 18,000_00

Actual 15,735.42

Encunb Q.00

Available Z,Z64.58 .

SEP Rey Fud vsom | The filter button can be

SEP Act Bud 0.

EEP Enc Bud 0.
SEP Available 1,500,
Last Tear Actuals

used to limit data sets
returned

Last Year Encumbrance
Last Year Original Bud
Last Year Revised Epefret 1E,000.00

Record
H ” &B q » 4 of 4
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Org Object Project  Description Rev Budget Actual Encumb Available Pct SEP Rev Bud SEF

13210100 Szz101 SOFTWARE SUBSCRIPTION/MAINT .00

13210300 Szz101 SOFTWARE SUBSCRIPTION/MAINT .00

13210600 SzZz101 SOFTWARE SUBSCRIPTIONMAINT oo
M

< >

Column Total

R 16 73 42 Click on the filter button and define
deaiabie i the search limitations. For example,
s o 2t g this would return only data where

lok e el s the Revised Budget is greater than 0.

Last Year Original Budget 15,000
Last Year Revised Budget 15,000.

Search | Fiter K Record

@ |>EI HRev Budget ||New Filter Go 4 » ERCE

*You can right click on columns if not needed
*You can also resize columns as needed
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org Object  Project | Description Rev Budg® actual Encumb Available Pct SEP Rev Bud SEF
13210100 522101 SOFTWARE SUBSCRIPTION{MAINT . 0,00 0,00 0,00 .00 0,00
13210300 522101 SOFTWARE SUBSCRIPTION/MAINT 0.00 0,00 0,00 .00 0.00

13210600 SzZz101 UBSCRIPTIONMAINT i 0.00 0.00 0.00 .00 0.00

Click on the Excel icon to
export the data to Excel

£ >
Column Total
Rew Budget 18,000_00
Actual 15,735.42
Encumb o.oo
Available z,264.58
SEP Rew Bud 1,500 00
SEP her Bud 0.00
SEP Enc Bud o.oo
SEP hvailable 1,500.00
Last Year Actuals 28,946_65
Last Year Encuubrance 0.00

Last Year Original Budget 15,000.00
Last Year Rewised Budget 15,000.00

Search | Filter Record

@ |>EI HRev Budget ||New Filter Go 4 » ERCE




