
General Ledger Account Inquiry

Click on the Financials menu and click:

A General Ledger Menu 

E Inquiries and Reports

A Account Inquiry 
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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???? 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. 

Enter

Click on the magnifying glass to 
find a data set. You can also use 
the keyboard shortcut (Ctrl + F).
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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 (Ref1 is 

vendor number, Ref2 is purchase order).

After entering your search preferences, press enter to start the search.

“Detail “shows detail 
transactions information

Enter the vendor number  for 
payments  only to a specific 
vendor.
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Detail of API entry (above) shows details such as PO Number, vendor, invoice number,

etc. of selected entry (below).
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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.
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Click on the Bud Group folder icon to view budget group rollup association 

for the current account.

The History tab provides a four 
year history of the account
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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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Click on browse to browse the 
active data set

The filter button can be 
used to limit data sets 
returned
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•You can right click on columns if not needed

•You can also resize columns as needed

Click on the filter button and define 
the search limitations.  For example, 
this would return only data where 
the Revised Budget is greater than 0.

Click on the Excel icon to 
export the data to Excel
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