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Ledger Inquiry 1.0

Supplemental Job Aid
[bookmark: _GoBack]
Date: 02/17/2015

Target Audience: Department GL Viewer; Department GL Processor

Purpose: This Supplemental Job Aid provides users with a brief explanation and instructions on how to use the Ledger Inquiry Page

Title: Using the Ledger Inquiry Page
The Ledger Inquiry page allows users to specify selection criteria to view Ledger detail and summary information. The page also allows users to drill down to source transaction lines to review linked pages. Linked pages allow the user to access the pages by drilling down from one page to the next for more detail.

Step 1: Navigate to the Ledger Inquiry Search page:
· Navigation: Main Menu  General Ledger  Review Financial Information  Ledger
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Step 2: On the Ledger Inquiry Search page click on the Add a New Value tab. Enter a desired Inquiry Name. Click on the Add button.

In the scenario below, AP (Accounts Payable) is entered in the Inquiry Name.
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Step 3: On the Ledger Inquiry page, begin by selecting the appropriate Ledger. Notice after selecting the Ledger, the ChartField Criteria area will display under the Ledger Criteria.

Enter the desired Fiscal Year, From and To Period information.

It is necessary to select the Show YTD Balance or Show Transaction Details check box. This will determine whether the summary or ledger detail information displays. Include Closing Adjustments check box can also be selected as part of the inquiry.
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Step 4: In the ChartField Criteria area select the ChartFields to include in the inquiry. 

In the scenario below, only the Account ChartField is selected for the Ledger Inquiry.

Click on the Look Up Value button for the Account ChartField. (To further filter on Account values, enter the first few numbers of the Account that is to be selected, and then click on the Look Up Value button)

Click the vertical scrollbar down on the Look Up Value box to see more of the page.

Click the 2000000 link in the Look Up Value box.
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Step 5: The specified criteria will be saved to the Inquiry upon saving. The Inquiry can be accessed in the future and run again with the same settings, or the settings can be modified as desired.

Click the Save button.
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Step 6: To run the inquiry, click the Search button.
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Step 7: The Ledger Inquiry: Transaction Details page displays the transaction(s) based upon the criteria provided.

For this inquiry, journals for Account 2000000, Accounts Payable, are displayed for Period 1.
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Step 8: If more information is desired, drill down to view more information by clicking any of the Journal ID links in the Journal ID row.

Journal ID AP00000349 is selected.
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Step 9: The Journal Inquiry Details page displays the detail of the journal line.

[image: ]


Step 10: Click on the Drill to Source link to view source information for the journal.
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Step 11: The Drill to Source page displays ChartFields and Details area. The ChartFields area contains general ledger information. The Details area contains ChartFields, Voucher Information, and the Document Information tab, which can be selected for viewing.
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Step 12: When the ChartFields, Voucher Information, and Document Information tab is selected from the Details area the following source information is provided:

The ChartFields tab provides the same information as the ChartField area but includes the Accounting Date.
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The Voucher Information tab provides the Voucher ID, the amount of the voucher, and a link to access the voucher accounting entries and related details. There are 1 of 21 Voucher IDs to access for this example inquiry. The user must have appropriate access and security in order to view a voucher.
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The Document Information tab provides the document type (e.g. Purchase Order, Receipts, etc.) for the voucher line and the journal code associated with the document type for this accounting entry. The user is also required to have appropriate access and security to view document information.
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Step 13: To return to the Ledger Inquiry Search page to perform another search click on the Ledger breadcrumb.
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Note: The Return to Search button will not return the user to the Ledger Inquiry Search page.


Step 14: On the Ledger Inquiry Search page click on the Find an Existing Value tab.

Click on Search. This will display any previously saved inquiries.
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Step 15: Select the saved Ledger Inquiry.

This page is user-specific and a user cannot set up a public inquiry that other users can access.
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Step 16: The information displayed is from a previously saved Ledger Inquiry. The user is able to change the Ledger and ChartField criteria to perform a new inquiry.

In the scenario below, the Show YTD Balance check box is selected instead of the Show Transaction Details check box. The other information in the inquiry remains the same.
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Step 17: Click the Save button.

The Inquiry can be accessed in the future and run again with the same settings, or the settings can be modified as desired when saved.
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Step 18: To run the inquiry, click the Search button.
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Step 19: The Ledger Summary page displays the summary balances based upon the criteria provided.

For this inquiry Accounts Payable are displayed by period and YTD.
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Step 20: If desired, drill down to view more information in regards to the inquiry.

Click the Activity link.
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Step 21: The Ledger Inquiry: Transaction Details page displays the summary of the ledger’s journal data for the selected activity.

If desired, the user can drill down even further to view the activity details by clicking on the Journal ID link. Refer to Steps 8 – 12.
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Step 22: Click the Ledger Summary link to return to the initial search summary page.
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Step 23: From the Ledger Summary page, the user can drill-down for details of another Accounts Payable row, if desired.

Click the Inquiry Criteria link to return to the Ledger Inquiry page.
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Step 24: From the Ledger Inquiry Search page, the user is able to change to Ledger and ChartField criteria to perform a new inquiry.
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You have successfully completed Using the Ledger Inquiry Page
Key Takeaways:
· The Ledger Inquiry page is used to specify a selection criteria to view Ledger detail and summary information
· A user can specify the ChartFields to view the summary by, and also the viewing order according to the sequence selected
· The Ledger Inquiry page is user specific and a user cannot set up a public inquiry that other users can access.
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