GL Cognos Detailed Procedure
GL Transactions

GL Transactions

Available in Cognos, this General Ledger report allows users to see detailed transactional
information for selected departments and periods. These can be multiple and non-adjacent.

This report defaults to Excel, but can provide output in all standard formats (including PDF
and html).

Running the report

The report can be accessed from the following folder:
Public Folders > LIVE > [School] > School All Departments (CUFS)

Parameters

GL Transaction Report

Select School
3 |schoal ||

Select Departments(s)
; [ AB: Student Registry: Student Funding
I~ AC: Student Registry: Operations. ~
I~ AE: Vice Chancellor's Office
[~ AF: MISD
[T AG: Finance
[~ AH: Human Resources
I™ AJ: Registrary's Office
[~ A#: Academic Division
™ AM: Pensions & Gratuities V]
I an: Ocecupational Heslth and Safety Service

Select all Deselect all

Select Period Name(s)
3| T nuc-18
[~ SEP-18 ~
[~ ocT-18
[~ NOV-18
[~ DEC-18
[ Jan-17
[~ FEB-1T
[~ MAR-17
[~ APR-1T WV
[~ May-AT

Select =il Deselact sll

Click here to allow Chart of Account Code selection if required

Do not forget to click on the allow Chart of Account Code selection button if you want to
use these parameters.

If you have activated this selection, you will need to insert each source of funds/cost
centre/transaction code combination required:

e asingle SOF/CC/T.Code enter the same code in the From and To fields,
e arange SoF/CC/TCode complete the From and To fields

e greater than a SOF/CC/T.Code just complete From field

e uptoa SOF/CC/T.Code just complete To field
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Once you have completed your selection, you need to click the Select all to Finish and run

the report.

e, B Y s L TR S PP WP SRR
Optional. Select Source of Funds Code(s). Multiples allowed. Click on insert to choose ranges or individual codes.
From: Choices:
.’-‘.I N

:‘: Lowest value

(@) Highest valus

Optional. Select Cost Centre Code(s). Multiples allowed. Click on insert to choose ranges or individual codes.

From: Choices:
C :.I v >
(@) Lowest value
-
To:
(0 ‘.I B

(@) Highest values

Optional. Select Transaction Code{s). Multiples allowed. Click on insert to choose ranges or individual codes.

From: Choices:
] L
wJ >
(@) Lowest value
-
To:
@] %

(@) Highest value

Example output

In Excel a workbook containing two worksheets will open:

e GL Transaction Report
e Parameters

GL Transaction Report

Department, Cost Source of | Transaction | Period Journal Batch Journal Ling Description Accounted Currency | Journal Batch Journal Header Name
Code Centre = Funds Code Code Name Posted Date Amount Code Source | Description
Code
AG ooo oo SPAA JAN-1T SJan 17 15:28:09 IMPREST 05-JAN-2017 1,150.27 GBP Manual AGI/DE/SINMTI01
AG Dooo oo SPAL JAN-1T SJan 17 15:28:09 PETTY CASH IMPREST 05-JAN-2017 (1,150.27) GBP Manual AG/DESINMTIO
AG "bo0o o000 SPAA JAN-1T 12 Jan 17 13:04:58 IMPREST 12-JAN-17 803.18 GBP Manual AGIAFNZIMNTION
s . s
( GL Transaction Report JAN-17
1 Journal Header Description Journal | Supplier Invoice Customer = Account Reference Reference Reference Reference | Reference Reference | Balance
% Line Name Number Name Number 5 (-3 7 ] 9 10 Type
g Number
PETTY CASH IMPREST 05-JAN-2017 15 Actual
g PETTY CASH IMPREST 05-JAN-2017 14 Actual
PETTY CASH IMPREST 12-JAN-17 12 Actual
E,‘ o FEpEETEN 2 - PR PP e B - PSR, ——
Account Analysis Reference 1 Account Analysis Journal Header Journal Line PO Requisition Batch Name Journal Line Description
Reference 2 Posted Date Effective Date | Number Number

AGIDESIO1ATI0 05-JAN-2017 11:08:40
AGIDE/OSI01TI01 05-1AN-2017 11:05:40
 AGIARMZI0117/01 12-JAN-2017 12.27:15

5Jan 17 15:29:.09
5Jan 17 15:29:09
12 Jan 17 13:04:58

S-Jan-17
5-Jan-17
12-Jan-17

AGIDESOSI1ATI0 05-JAN-2017 11:08:40
AGIDE/OSI01/7/01 05-1JAN-2017 11:05:40
AGIAFMZI0ATION 12-JAN-2017 12:27:15

IMPREST 05-JAN-2017
PETTY CASH IMPREST 05-JAN-2017
IMPREST 12-JAN-17

Parameters

School: UAS
Department Code(s): AG: Finance
GL Period: JAN-1T

t » M| GL Transaction Report 2

Parameters
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