GL Detailed Procedure
Reviewing Account Balances Online

Reviewing Account Balances Online

The GL module has the facility to enable you to review detail within your accounts online.
Online account enquiries can be used for various purposes, such as:

¢ Reviewing Payables invoices posted to a general ledger account;
¢ Looking at donations entered into Accounts Receivable and posted to an account;
¢ Reviewing spend on a particular account

INEWIEIGCE Enquiry 2 Account

Once in the Account Inquiry screen you will need to decide whether you want to look at a

group of accounts or just one specific account (e.g. U.AG.AGAA.AAAA.EBBZ.0000) and fill
in the boxes as follows.

O Account Inguine (CAPSA Set of Books)
LedgeriLedger Set Accounting Periods Currency
Mame CAPSA Set of Books Fram (QCT-13 Type |Entered -
- Entered [GBEP
Currency GBP Ta [OCT-13 ntere
Fom GBP
Prirary Balance Type l Secondary Balance Type Amend he daiEs Factor
23 necezsary )
® Actual ® Units
H required change - Selsct
© Budget fom Atz 1o Budget Budget Thousands . desired
- unit f2cior
T Encumbrance [ ot CncumbtEnce Encumbrance Type Cohdillions
 Billians
Summary Template For locking 2 of

Accounts
. U AG AGAA AAAA EBBZ 0000

Description
( Show Balances ) Show Journal Details ,I Show Wariance ,I
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Individual Accounts
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Place cursor in the Accounts field. The Accounts flex field will appear. Type in the relevant

account code.

Click into any line you wish to investigate further. Show balances will then enable you to
view details on this account.

S Account Inguin
Ledger/Ledger Set Accounting Periods Currency
Mame CAPSA Set of Books Fram DCT-13 Type Tatal A
Currency |GEP Ta OCT-13 Entered
Prirmary Balance Type l Secondary Balance Type Factor
= Actual = Units
' Budget Budget * Thousands
T Encumhbrance Encurmnbrance Type C Millions
 Billions
Summary Ternplate
Accoint
. PD.PDAS AAAA ESAD.D000 =
Description
LIZ. Plant Sciences.Plant Sciences: Administr. Chest Man Payrall Envelopes. Default
p
( Show Balances D Show Journal Details ) Show Yarance )

You can then obtain further information by clicking on Journal Details.

1

Drilldioen

Show Full Journal

(o] SEF:
Balance Type |Actual Currency Type |Total
2
Batch Journal Entry Source Entered Currency Line Entered Debit Entered Credit
AGHPO1A0 PDAHPAIO tlanual GBP 10 100.00 =

Detail Balances
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Drilling Down

The on line enquiry facility will show amounts posted to this account, e.g., paid supplier
invoices, amounts credited to the department, payroll and petty cash journals.

= _Iolx
Balance Type Actual Currency Type |Total
=
Batch Journal Entry Source Enterad Currency Line Entered Dehit Entered Credit
AGHPAO1AD PDHPAID Manual GEF 10 100.00 =
This facility enables you o
drilldowm further into a
e s x5 v
o andhen select Drildovm’ e e = =
Ditilldoreen Show Full Journal ‘ | Cetail Balances )

The drilldown facility will take you into the relevant module at the invoice entry or transaction
entry window.

Note that if the transaction type is a journal, the Drilldown box will be unavailable,
instead you look at the original journal by clicking on Show Full Journal.
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M Navigator ¥

B Favorites ¥

View Journal Entry Lines
Ledger CAPSA Set of Books GL Batch Name 33510 Payables 12775742: A 1794964
Period AUG-13 GL Journal Entry Name Purchase Invoices GBP
Currency GBP Accounted DR 1361.25
Account  U.AG.AGTD.GAAB.ERPZ.0000 Accounted CR
Advanced Search
Specify parameters and values to fiter the data that is displayed in your results set.
Show table data when all conditions are met.
@ Show table data when any condition is met.
Balancing Segment is -
Natural Account Segment is -
GL Date is - =
Add AnMccaunted CR -
Select Subledger Journal Entry Line: | View Transaction | | View Journal Entry | | | Export |
Accounting Ac d Ac i
Select Ledger Account AccountDescription GL Date Class DRI CR References
@ CAPSA Setof U.AG.AGTD.GAAB.ERPZ.0000 UC.Finance.Finance Division Developm.Internal Trading. Training 07-Aug-2013 Ttem Expense 1,361.25 oa
= Books Courses.Default

Batch Cantral Total
@]

Batch Actual Total

|Operating Unit ||Custumer Taxpayer D ||Type

||F'O Number”Trading F'aHSuppIier Murm ||Supp|ier Site”\n\roice Date”lnvoice Murm Hln\roice |E

s

hems [ 1312

Retainage l—
Prepayments Applied l—
Withholding |

Subtatal IW

Tax |—2?'225

Freight ’—
Miscellaneous l—

Tetal [ 1EE3E0

[l ermbridge University | |Standard | [FIRST INTL |260458 [CAMBRIDGE [07-ALG-201: (2214 =
| | | | | | | | L.
| | | | | | | | | L~
| | | | | | | | | L5
1| | 3
1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments B View Prapayment Applications
Summary Amount Paid Status

GBP |1k33.50

Scheduled Payment Holds |0

Description

Status |Valldated

Accounted |Yes

Holds 0

1713868

( Calculate Tax
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[ Tax Details

All Distributions
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