GL Detailed Procedure
Online Journal Enquiries

Online Journal Enquiry

As an alternative to running a report users can query a particular journal (or journal batch) to
view online. From here they are then able to drill down further back to the original journal or
if they wish export the data into Excel.

Navigate: Enquiry > Journals

To query a specific journal or journal batch

1. Enter the required search criteria e.g.
e This could be a specific batch or journal name;
¢ All entries from the AP module within a specified period (Source = Payables)
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2. Then click Find
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From here you could drill down to review either the original journal or batch in more detail.

Alternatively, this view could be customised using folder tools functionality in the tool bar at
the top of the screen
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Or exported into Excel from the tool bar using File >Export.
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