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INTRODUCTIONINTRODUCTION

The final step in financial processing is updating the General 
Ledger. Financial data from the subsidiary modules is summarized
and interfaced to the General Ledger Module.  One method used to
make the data available for review and analysis is the production 
of system reports.  These system reports provide a summarized 
overview of the financial status of an entity.  In addition, system 
reports provide a credible source of documentation for reporting
and submitting reimbursement requests to the various entities as

well as for performing system balancing.

The General Ledger Module has developed and made available a 
series of reports that will assist in these areas.  A complete listing 
of all available reports along with an example and brief narrative 

will be included in this manual.



6

GENERAL LEDGER REPORTS LIST

INFOPAC ID DESCRIPTION DISTRIBUTION

GLXXX044A or M BUSINESS UNIT TRIAL BALANCE INFOPAC

GLXXX044B or N PROGRAM DETAIL TRIAL BALANCE INFOPAC

GLXXX044C or O PROGRAM SUMMARY TRIAL BALANCE INFOPAC

GLXXX044D or P FUND DETAIL TRIAL BALANCE                              INFOPAC

GLXXX044E or Q FUND SUMMARY TRIAL BALANCE                        INFOPAC

GLXXX044F or R FUND DETAIL/PROGRAM DETAIL TB INFOPAC

GLXXX044G or S FUND SUMMARY/PROGRAM DETAIL TB              INFOPAC

GLXXX04EA BUSINESS UNIT BALANCE SHEET INFOPAC

GLXXX04EB PROGRAM DETAIL BALANCE SHEET INFOPAC

GLXXX04EC PROGRAM SUMMARY BALANCE SHEET              INFOPAC

GLXXX04ED FUND DETAIL BALANCE SHEET                             INFOPAC

GLXXX04EE FUND SUMMARY BALANCE SHEET                 INFOPAC

GLXXX04EF FUND DETAIL/PROGRAM DETAIL BS INFOPAC

GLXXX04EG FUND SUMMARY/PROGRAM DETAIL BS              INFOPAC

GLXXX0417 GL ACTIVITY SUMMARY INFOPAC

GLXXX041A ACCOUNTING DETAIL -SUMMARY INFOPAC



7

GENERAL LEDGER REPORTS LIST

INFOPAC ID DESCRIPTION DISTRIBUTION

GLXXX041B ACCOUNTING DETAIL-ACCOUNTS PAYABLE             INFOPAC

GLXXX041C ACCOUNTING DETAIL-ACCOUNTS RECEIVALBE INFOPAC

GLXXX041D ACCOUNTING DETAIL-ASSET MANAGEMENT            INFOPAC

GLXXX041E                             ACCOUNTING DETAIL-PURCHASING                            INFOPAC

GLXXX041F                             ACCOUNTING DETAIL-REQUISITIONS                          INFOPAC

GLXXX041G                            ACCOUNTING DETAIL-ENCUMBRANCE INFOPAC

GLXXX041H ACCOUNTING DETAIL-MANUAL TRANACTIONS       INFOPAC

GLXXX041I                             ACCOUNTING DETAIL-ACCOUNTS RECEIVABLE INFOPAC

GLXXX04FA GL ACCOUNT SUMMARY INFOPAC

GLXXX04FB AP DETAIL WITH REF#/VENDOR                             INFOPAC

GLXXX04FC AR DETAIL WITH CUSTOMER AND ITEM ID                 INFOPAC

GLXXX04FD                           ASSET MANAGEMENT WITH FULL DESCRIPTIONS    INFOPAC

GLXXX04FE                           PRUCHASING DETAIL WIT VENDOR DATA                   INFOPAC 

GLXXX04FF REQUISTIONS DETAIL INFOPAC

GLXXX04FG YEAR END ENC/EXP JRNL DETAIL                             INFOPAC 
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GENERAL LEDGER REPORTS LIST
INFOPAC ID DESCRIPTION DISTRIBUTION

GLXXX04FH MANUAL TRANSACTION DETAIL INFOPAC

GLXXX04FI                                  AR DIRECT JRNL WITH REF # AND DEPOSIT ID       INFOPAC

GLXXX0404 ONLINE POST/UNPOST JOURNAL REPORT                INFOPAC

GLXXX0405                                        ONLINE JOURNAL EDIT ERRORS                                 INFOPAC

GLXXX0416                                        JOURNAL BUDGET CHECK ERRORS                           INFOPAC

GLXXX0424                                       OFFLINE POST/UNPOST JOURNAL REPORT               INFOPAC

GLXXX0425                                        OFFLINE JOURNAL EDIT ERRORS                               INFOPAC

GLXXX0409                                        TOTAL OBLIGATIONS FOR BU INFOPAC

GLXXX049A                                       TOTAL OBLIGATIONS BY PROJECT INFOPAC

GLXXX049B                                       TOTAL OBLIGATIONS BY PROJECT (1ST LEVEL)    INFOPAC

GLXXX049C TOTAL OBLIGATIONS BY PROJECT (2ND LEVEL)  INFOPAC

GLXXX049D                                        TOTAL OBLIGATIONS BY PROJECT (3RD LEVEL)  INFOPAC

GLXXX0411 EXPENSE W/O ENCUMBRANCE                   INFOPAC

GLXXX0412                                        TOTAL OBLIGATION                                                     INFOPAC

GLXXX0460 PROGRAM DISTRIBUTION REPORT                INFOPAC

GLXXX04PA                                       PY ACCOUNTS PAYABLE ACTIVITY                        INFOPAC 
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GENERAL LEDGER REPORTS LIST

INFOPAC ID DESCRIPTION DISTRIBUTION

GLXXX04PB                                    PY ACCOUNTS RECEIVABLE ACTIVITY          INFOPAC

GLXXX04PC PY PURCHASING ACTIVITY INFOPAC

GLXXX04CA CY ACCOUNTS PAYABLE ACTIVITY                INFOPAC.

GLXXX04CB                                    CY ACCOUNTS RECEIVABLE ACTIVITY          INFOPAC

GLXXX04CC                                    CY A/R DIRECT JOURNAL ACTIVITY                INFOPAC

GLXXX04CD                                    CY PURCHASING ACTIVITY                                INFOPAC

GLXXX04CE                                     CY REQUISITIONS ACTIVITY                              INFOPAC

GLXXX04CF                                     CY ENCUMBRANCE TRANSACTIONS               INFOPAC

GLXXX04CG CY  MANUAL TRANSACTIONS ACTIVITY       INFOPAC

GLXXX04GA COMBINED DETAIL BY VOUCHER/PO INFOPAC

GLXXX04GB COMBINED DETAIL BYACCT, VEN/CUS INFOPAC

GLXXX04GC COMBINED DETAIL BYCHECK NUMBER         INFOPAC

GLXXX04GD COMB DETAIL BY ACCT, VO/PO W/CH INFOPAC

GLXXX044GE COMBINED DETAIL BY VENDOR/CUST INFOPAC

GLXXX044GF COMB DTLBY SUBCLASS,ACCT, VEN/CUS INFOPAC 



10

DAILY  REPORTSDAILY  REPORTS
Automatically Generated

Overnight Batch Processing

• Online Post/Unpost Journal Report  -- GLXXX0404

• Online Journal Edit Errors  - GLXXX0405

• Journal Budget Check Errors  - GLXXX0416

• Offline Post/Unpost Journal Report - GLXXX0424

• Offline Journal Edit Errors - GLXXX0425 
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ONLINE POST/UNPOST JOURNAL REPORT

GLXXX0404

Lists all journal vouchers entered manually by the user that updates the 
General Ledger Module.  Journals with a posted or unposted status will 
show on this report.  The report is sorted sequentially by Journal Id number.
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ONLINE JOURNAL EDIT ERRORS

GLXXX0405

Lists all manual journals entered which contain edit errors.  Edit errors 
include chartfield errors and out of balance journals.   
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JOURNAL BUDGET CHECK ERRORS

GLXXX416

Lists journals from online and offline sources that did not pass budget 
checking and provides an error description of each journal line.
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OFFLINE POST/UNPOST JOURNAL REPORT

GLXXX0424

Lists all journals updated from subsidiary modules or other offline sources 
to the General Ledger Module.  Journals with a posted or unposted status 
will show on this report.  The report is sorted by source.
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OFFLINE JOURNAL EDIT ERRORS

GLXXX0425

Lists all offline journals entered which contain edit errors.  Edit errors 
includes chartfield errors and out of balance journals.
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MONTHLY REPORTS

Automatically Generated

Month End Close

• TRIAL BALANCE 

• BALANCE SHEET

• FEDERAL REPORTS
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TRIAL BALANCE REPORTS

There are two versions of the Trial Balance, the Budget Basis Trial 
Balance, and the GAAP Trial Balance.  The primary difference between 
these two versions relates to the reporting of encumbrances.  The GAAP 
version does not include encumbrances in the beginning balances or in the 
transaction columns while the Budget Basis does.  The Budget Basis 
version may be more useful when trying to balance expenses to a Budget 
Comparison Report.  The GAAP version may be needed if you want to 
report expenses separately from encumbrances.  Neither version includes 
pre-encumbrances (requisitions) in the balances.

Although the Trail Balance is automatically generated in the month end 
close batch flow, it may also be requested by the user at any time using the 
navigation: GO-PROCESS FINANCIAL INFORMATION-CUSTOM 
G/L REPORTS-REPORTS-TRAIL BALANCE REPORTING.
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Enter Budget
year here

(1)

Select report sort here
(2)

save

1.  Enter Budget Year here to request Revenues and Expenses for current year only.           

2.  Click the radio button of the trial balance you want to order.          
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2
1

1.  Highlight here to request Budget Basis Trial Balance.

2.  Highlight here to request GAAP Basis Trial Balance.



28

The Trial Balance is available in seven (7) sort options as listed below: 

• Business Unit Trial Balance - GLXXX044A or M

• Program Detail Trial Balance - GLXXX044B or N 

• Program Summary Trial Balance -GLXXX044C or O

• Fund Detail Trial Balance - GLXXX044D or P

• Fund Summary Trial Balance - GLXXX044E or Q

• Fund Detail/ProgramDetail - GLXXX044F  or R 

• Fund Summary/Program Detail - GLXXX044G or S

The Report ID ending in A-G are the Budget Basis Reports

The Report ID ending in M-S are the GAAP Basis Reports
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The “Detail” trial balances do not use trees while the “Summary” trial balances 
use trees to summarize at a higher level.

For either version of the Trial Balance, you have the ability to request that 
expenses and revenues for only the current budget year be displayed and all 
prior year expense and revenue be be used to compute a prior year surplus.

To request this option you will need to enter the budget year in the appropriate 
box.  If you leave the box blank, you will get expenses and revenues for all 
budget years.  
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BUSINESS UNIT TRIAL BALANCE

GLXXX044A  (Budget Basis)

The Budget Basis Trial Balance includes encumbrances in the beginning 
balances, current month transactions, and ending balances.  This version 
should be used when balancing to the Budget Comparison Report.

The final page provides grand totals by account group (Asset, Liabilities, 
Revenues, and Reserves) and by Subclass.



31



32



33

BUSINESS UNIT TRIAL BALANCE

GLXXX044M (GAAP Basis )

The GAAP Basis Trial Balance provides beginning balances, current 
month transactions and ending balances by account.  These balances do 
not include encumbrances.  The Encumbrance Balance and Ending 
Balance with Encumbrance are listed in a separate column. 

The final page provides grand totals by account group (Asset, Liabilities, 
Revenues, and Reserves) and by Subclass.
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PROGRAM DETAIL TRIAL BALANCE

GLXXX044B (Budget Basis)

The Budget Basis Program Detail Trial Balance includes encumbrances in 
the beginning balances, current month transactions, and ending balances for 
a given program.  Program totals are provided at the end of each program 
section.
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PROGRAM DETAIL TRIAL BALANCE

GLXXX044N (GAAP BASIS)

The GAAP Basis Trial Balance provides beginning balances, current 
month transactions and ending balances by account within a given
program.  These balances do not include encumbrances.  The 
Encumbrance Balance and Ending Balance with Encumbrance are listed 
in a separate column.

Program totals are provided at the end of each program section.
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PROGRAM SUMMARY TRIAL BALANCE

GLXXX44C (Budget Basis)

The Budget Basis Program Summary Trial Balance uses the report trees to 
provide account balances at the roll-up program level.  Encumbrances are 
included in account balances.

Program totals are provided at the end of each program section.
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PROGRAM SUMMARY TRIAL BALANCE

GLXXX44O (GAAP Version)

The GAAP Basis Program Summary Trial Balance uses the report 
trees to provide account balances at the roll-up program level. These 
balances do not include encumbrances. The Encumbrance Balance
and Ending Balance with Encumbrances are shown in a separate 
column.

Program totals are provided at the end of each program section.
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FUND DETAIL TRIAL BALANCE

GLXXX044D (Budget Basis)

The Budget Basis Fund Detail Trial Balance includes encumbrances
in the beginning balances, current month transactions, and ending 
balances for a given program.  Fund totals are provided at the end of 
each fund section.
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FUND DETAIL TRIAL BALANCE

GLXXX044P  (GAAP Basis) 

The GAAP Basis Fund Detail Trial Balance provides beginning balances, 
current month transactions and ending balances by account within a given 
fund.  These balances do not include encumbrances.  The Encumbrance 
Balance and Ending Balance with Encumbrance are listed in a separate 
column.

Fund totals are provided at the end of each fund section.



52



53



54

FUND SUMMARY TRIAL BALANCE

GLXXX44E (Budget Basis)

The Budget Basis Fund Summary Trial Balance uses the report trees 
to provide account balances at the roll-up fund level.  Encumbrances 
are included in account balances.

Fund totals are provided at the end of each fund section.
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FUND SUMMARY TRIAL BALANCE

GLXXX044Q (GAAP Basis)

The GAAP Basis Fund Summary Trial Balance uses the report trees to provide 
account balances at the roll-up fund level.  Encumbrances are not included in 
account balances for the beginning, current month transaction and ending 
balances.

Fund totals are provided at the end of each fund section.
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FUND DETAIL/PROGRAM DETAIL TRIAL 
BALANCE

GLXXX044F (Budget Basis)

The Budget Basis Fund Detail/Program Detail Trial Balance includes 
encumbrances in the beginning balances, current month transactions, and 
ending balances for a given fund/ program.  Program totals are provided and 
the end of each fund/program section.
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FUND DETAIL/PROGRAM DETAIL TRIAL 
BALANCE

GLXXX044R (GAAP BASIS)

The GAAP Basis Fund Detail/Program Detail Trial Balance does not
include encumbrances in the beginning balances, current month transactions, 
and ending balances for a given fund/ program.  Program totals are provided 
and the end of each fund/program section.
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FUND SUMMARY/PROGRAM

TRIAL BALANCE

GLXXX044G (Budget Basis)

The Budget Basis Fund Summary/Program Trial Balance uses the 
report trees to provide account balances at the roll-up fund level.  
Encumbrances are not included in account balances for the beginning, 
current month transaction and ending balances.

Program totals are provided at the end of each program section.

Fund totals are provided at the end of each fund section.
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FUND SUMMARY/PROGRAM

TRIAL BALANCE

GLXXX044S (GAAP Basis)

The Budget Basis Fund Summary/Program Trial Balance uses the report 
trees to provide account balances at the roll-up fund level.  

Encumbrances are not included in account balances for the beginning, 
current month transaction and ending balances.

Program totals are provided at the end of each program section.

Fund totals are provided at the end of each fund section.
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BALANCE SHEET
The Balance Sheet shows an entity’s assets, liabilities, and fund balance (calculated 
surplus) account information as of a given point in time.  By analyzing the relationship 
among these accounts, the overall financial status of an entity can be determined.

The Balance Sheet is available in seven (7) sort options as listed below:

• Business Unit Balance Sheet                 GLXXX04EA

• Program Detail Balance Sheet              GLXXX04EB

• Program Summary Balance Sheet       GLXXX04EC

• Fund Detail Balance Sheet GLXXX04ED

• Fund Summary Balance Sheet              GLXXX04EE

• Fund Detail/Program Detail                  GLXXX04EF

• Fund Summary/Program Detail           GLXXX04EG
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To order a Balance Sheet the navigation is : GO-PROCESS FINANCIAL 
INFORMATION-CUSTOM GL REPORTS-REPORTS-BALANCE SHEETS.
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1. BUSINESS UNIT:  Will default to your agency.

2. LEDGER:  Enter or select from drop down list the ACTUALS ledger.

3. FISCAL YEAR:  Enter the appropriate fiscal year here.

4. TO PERIOD:  Enter the period you  want balances through.

1

2

3

4
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BUSINESS UNIT BALANCE SHEET

GLXXX04EA
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PROGRAM DETAIL BALANCE SHEET

GLXXX04EB
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PROGRAM SUMMARY BALANCE SHEET

GLXXX04EC
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FUND DETAIL BALANCE SHEET

GLXXX04ED
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FUND SUMMARY BALANCE SHEET

GLXXX04EE



89
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FUND DETAIL/PROGRAM DETAIL 

BALANCE SHEET

GLXXX04EF
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FUND SUMMARY/PROGRAM DETAIL

BALANCE SHEET

GLXXX04EG
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FEDERAL REPORTS

The Federal Reports were designed to provide comprehensive data for Federal 
reporting. They can be ordered to show total obligations by Business Unit, 
total obligations by project, or total obligations by fund source (program).
The “Total Obligations by Project” report can also be requested to show 
obligations at the various levels of a given project.  When ordering either 
version of the Federal Reports, Budget Year has been included as a selection 
option. However, for most federal reporting, you would normally leave this 
blank which will give you all budget years.

To order a Federal Report by Business Unit or by Project, the navigation is:  
GO-PROCESS FINANCIAL INFORMATION-CUSTOM GL REPORTS-
REPORTS-TOTAL OBLIGATIONS FOR BU (or TOTAL OBLIGATIONS 
BY PROJECT).  
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Leave blank 
to get all 

budget years

Select report from 
drop down list
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TOTAL OBLIGATIONS BY BUSINESS UNIT

GLXXX0409
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TOTAL OBLIGATIONS BY PROJECT

GLXXX049A (All Projects)

GLXXX049B  (1st Level)    

GLXXX049C  (2nd Level)

GLXXX049D   (3rd Level)     
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To order a Federal Report by Program the navigation is: GO- PROCESS 
FINANCIAL INFORMATION-CUSTOM GL REPORTS-REPORTS-
PROGRAM (FUND SOURCE) MGMT- EXPENSE w/o ENCUMBRANCE 
RPT (or TOTAL OBLIGATION REPORT)
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EXPENSES W/O ENCUMBRANCE

GLXXX0411
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TOTAL OBLIGATION

GLXXX0412
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SURPLUS REPORTS

The Surplus Reports were designed to assist agencies and the Department of Audits in the 
analysis of the detail used in the calculation of an agency’s prior and current year surplus.   
The Balance sheet may be used to see the calculated surplus figure.

The available options for ordering the surplus reports are:

PRIOR YEAR REPORTS

These reports shows activity against open items in the respective modules that 
cross fiscal years.

• PY ACCOUNTS PAYABLE ACTIVITY REPORT          GLXXX04PA

• PY ACCOUNTS RECEIVABLE ACTIVITY REPORT    GLXXX04PB

• PY PURCHASING ACTIVITY REPORT                         GLXXX04PC
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CURRENT YEAR REPORTS

These reports identifies activity paid in the current year against a prior year 
budget.

• CY ACCOUNTS PAYABLE ACTIVITY REPORT           GLXXX04CA

• CY ACCOUNTS RECEIVABLE ACTIVITY REPORT     GLXXX04CB

• CY A/R DIRECT JOURNAL ACTIVITY REPORT           GLXXX04CC

• CY PURCHASING ACTIVITY REPORT                           GLXXX04CD

• CY REQUISITIONS ACTIVITY REPORT                         GLXXX04CE

• CY ENCUMBRANCE TRANSACTIONS ACTIVITY       GLXXX04CF

•CY MANUAL TRANSACTIONS ACTIVITY REPORT     GLXXX04CG

To order the surplus reports the navigation is GO-PROCESS 
FINANCIAL INFORMATION-CUSTOM GL REPORTS-REPORTS-YE 
PRIOR or CURRENT YR SURPLUS REPORTS.
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PY ACCOUNTS PAYABLE ACTIVITY 
REPORT

GLXXX04PA
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PY PURCHASING ACTIVITY REPORT

GLXXX04PC
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CY ACCOUNTS PAYABLE ACTIVITY 
REPORT

GLXXX0CA
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CY MANUAL TRANSACTIONS ACTIVITY 
REPORT

GLXXX04CG
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SPECIAL REQUEST 
REPORTS

• Requested by the user as needed

• May run on line during the day. 

• May be viewed through INFOPAC/Document Direct the same 
day.  The hard copy of the report will be received the following
day.

GL ACTIVITY REPORT

GL MODULE ACTIVITY REPORT

COMBINED DETAIL REPORT
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GL ACTIVITY REPORT

There are two versions of the  GL Activity Report:

GL Activity Summary Report:  GLXXX0417

Shows account information at the summary level.  Detail transactions for the specified 
account or range of accounts from all modules are summarized by chartfield combinations 
and the net figure is shown on this version of the activity report. The source of the 
transactions are not identified.  

GL Activity Detail Reports:

Shows account information at the detail level.  Nine (9) reports are automatically generated 
that show module specific transactions when this version of the GL Activity Report is 
requested.  There is also a summary report generated by requesting the detail reports.  It 
differs from the GL Activity Summary by identifying the source of the transactions but does 
not show any chartfields except account.  The GL Activity Detail Reports are:

ACCOUNTING DETAIL REPORT-SUMMARY GLXXX041A

ACCOUNTING DETAIL REPORT-ACCOUNTS PAYABLE GLXXX041B

ACCOUNTING DETAIL REPORT-ACCOUNTS RECEIVABLLE    GLXXX041C
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ACCOUNTING DETAIL REPORT-A/R DIRECT JOURNAL     GLXXX041I

ACCOUNTING DETAIL REPORT-ASSET MANAGEMENT     GLXXX041D

ACCOUNTING DETAIL REPORT-PURCHASING GLXXX041E

ACCOUNTING DETAIL REPORT-REQUISITIONS GLXXX041F

ACCOUNTING DETAIL REPORT-ENCUMBRANCE GLXXX041G

ACCOUNTING DETAIL REPORT-MANUAL TRANS GLXXX041H

To order the GL Activity Reports the navigation is GO-PROCESS FINANCIAL 
INFORMATION-CUSTOM GL REPORTS-REPORTS-GL ACTIVITY DETAIL  or 
GL ACTIVITY SUMMARY REPORT.
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GL ACTIVITY SUMMARY REPORT

GLXXX0417

Summarizes specified account transactions across modules. 

Shows chartfield combinations associated with each account.

Shows subtotals by account and grand totals for entire range of accounts.

Does not show the source of the transactions.



137



138

GL ACTIVITY REPORTS

ACCOUNTING DETAIL REPORT-SUMMARY

GLXXX041A

Shows summarized account transactions for a specified account or range of 
accounts.

Identifies the source of transactions by module.

Does not show chartfield information other than account.
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ACCOUNTING DETAIL REPORT

ACCOUNTS PAYABLE

GLXXX041B
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ACCOUNTING DETAIL REPORT-
PURCHASING

GLXXX041E
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GL MODULE ACTIVITY REPORT

The GL Module Activity Report differs from the GL Activity Report in that 
it  provides more information about the module transactions such as vendor 
names, customer names and check numbers.  Additionally, users have the 
option of ordering a specific module’s report or they may request that a 
report from all modules be generated for the specified account range and sort 
option.  

The GL Module Activity Reports are:

GL ACCOUNT SUMMARY GLXXX04FA

AP DETAIL WITH REF #/VENDOR GLXXX04FB

AR DETAIL WITH CUSTOMER & ITEM ID GLXXX04FC

AR DIR JRNL WITH REF # & DEPOSIT ID GLXXX04FI

ASSET MANAGEMENT WITH FULL DESCR GLXXX04FD

PURCHASING DETAIL/ VENDOR DATA GLXXX04FE
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REQUISITIONS DETAIL GLXXX04FF

YEAR-END ENC/EXP JRNL DETAIL GLXXX04FG

MANUAL TRANSACTION DETAIL GLXXX04FH

The navigation to the order the GL Module Activity Report is: GO-
PROCESS FINANCIAL INFORMATION- CUSTOM GL 
REPORTS-REPORTS-GL MODULE ACTIVITY REPORT
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If selected all 
reports will be 

generated.
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GL ACCOUNT SUMMARY

GLXXX04FA
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AP DETAIL WITH REF #/VENDOR

GLXXX04FB
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GL COMBINED DETAIL REPORT
The combined detail report was developed in response to user request for 
a comprehensive report which shows detail from all modules.  This report 
accomplishes that and also gives users the ability to order the detail sorted 
several ways.

The GL Combined Detail Reports are:

VOUCHER/PURCHASE ORDER                             GLXXX04GA

ACCT, VENDOR/CUSTOMER   GLXXX04GB

CHECK NUMBER                                                    GLXXX04GC

ACCT, VO/PO w/chartfields GLXXX04GD

VENDOR/CUSTOMER NAME GLXXX04GE

SUBCLASS/ACCT., VENDOR/CUSTOMER           GLXXX04GF
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The navigation is GO-PROCESS FINANCIAL INFORMATION-CUSTOM 
G/L REPORTS-GL COMBINED DETAIL REPORT
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The Combined Detail Report panel will be displayed
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1

2

3

4

5

6 7
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Arrow #1:  Ledger:

The Actuals Ledger will most frequently be selected.

Arrow #2:  Budget Year:  

You may request either a prior budget year or current budget year.  Leave this field blank to 
get all budget years.

Arrow #3: Fiscal Year:  

This is a required field.  Specify either a prior fiscal year or current fiscal year.

Arrow #4: Accounting Period: 

This is a required field.  Enter the number corresponding to the month for which you want to 
see the detail transactions (i.e. July =1; August =2 etc.) If only one period is needed, enter 
that value in both the From and To field. 

Arrow # 5:  Account Range: 

This is a required field.  Enter the account or range of accounts needed. If only one account 
is needed, enter that value in both the From and To field. 



158

Arrow # 6: Report Type:  

This field defines the data and the format of the data that will be shown on the report.  For 
example, if a Report Type of check number is selected, all transactions relevant to each 
listed check number will be grouped under that check number. 

Arrow #7: Sort Type:

This field defines the sort sequence of the report.  If the sort type “Report Type Only” is 
selected, the report will be sorted by the first data field listed under the report type. For 
example, if the report type is voucher/purchase order, then the report will be sorted by the 
voucher/purchase order.  If an option other than Report Type Only is selected, the report will 
sort by that selection.  For example, if the sort sequence of Org/Proj is selected, the data on 
the report will be sorted first by organization, then by project.  If you also choose a report 
type of voucher/purchase order, and that voucher/purchase order has distribution lines coded 
to multiple org/proj combinations you will see that voucher/purchase order under each one. 
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Combined Detail Report :  Report Column Headings

Each version of the combined Detail Report will display column headings that describe the data 
that will shown in that column.  The column heading may differ based on the Report Type you 
select. Although the location in the column heading may change based on the report type, the 
field meaning will remain the same.

1 2 2 3

1 Source:  Identifies where (which Module) the transaction originated.

Reference ID1: This field is populated with the Module data relative to the 
source of the transaction.  For example, if the source in column one is AP, the 
Reference ID1 field will display the voucher number.  If the source is PO, the 
Reference ID1 field will display the purchase order.

2
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Reference ID2:  This field is a cross-reference field to the Reference ID1 field.  If 
the data displayed in the Reference ID1 field has a relationship to or originates from 
the data in another module, the data will be displayed in the Reference ID2 field.  
For example, if there is an AP voucher number in the Reference ID1 field, the 
related purchase order will be displayed in the Reference ID2 field.  Conversely, if 
the Reference ID1 field displays a purchase order, the Reference ID2 field will show 
all related AP vouchers.

This field will also display the payroll date for Labor journals provided that the 
journal is posted in the same month it is created.

2

3 Amount Type (AT): All versions of the combined detail report have a column for 
the Amount Type or “AT”.  It is blank for most transactions.  If the amount is an 
encumbrance it will display “E” or a pre-encumbrance “P”.  This is important if you 
are trying to tie to the Trial Balance series 44M through 44S.
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5 64

4 Period (Per): The column displays the accounting period the transaction was created.

Check/JDT: This column displays the check number if the item orginated in AP or a 
journal date if it is a journal entry.  For any type transaction it will be blank.

Status (Sts):   The status column displays the check status.  It is the current status as of 
the day you run the report.  Possible status codes are as follows:

C    Closed                                     R   Requested for Payment
D    Negative Voucher Sum    V   Convert Error
N    Not Selected for Payment X   Canceled
P    Paid  

5

6
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Sample Check Register
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Combined Detail Report:Revenue by Customer

In this example, a range of all revenue accounts was ordered. A Report Type of  
“Vendor/Customer Name” for the first period (July) was selected. In addition, only 
project 01 was requested.  This report will give total revenue by customer name.  
This will include both AR transactions and Direct Journal AR transactions.  If the 
customer number was originally entered in the reference field on the Direct Journals 
they also will have an associated customer name, otherwise they will show as  *** 
Vend/Cust Name Not Found ***.
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If the Sort By option  “Report Type Only”is selected, the report will show all revenue by 
Customer for the month regardless of the project.  Alternatively, you might order the Report Type 
of “Acct, Vendor/Customer”.  In that case, the report would show revenue by customer for each 
account separately.

Sample Report by Vendor/ Customer
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Sample Revenue by Vendor/Customer
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Organization Detail

If you are responsible for a particular organization you might want to order a detail 
report as in the example above.  Enter the budget year for which you want to see 
data. Then enter the period(s) you need and the account range.  If you want to see all 
expenditures that affect your organization, enter the entire expense range as in this 
example (510000 – 901085).  If the Report Type “SubClass, Acct, Vend/Cust” is 
selected, the data will be show all expenses by vendor within each subclass and 
account. 
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Remember these are detail reports and will generate a lot of paper.  Therefore, order for specific 
values (such as one org) whenever possible, rather that a range of values.

Sample Org Detail
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Continued . . . Sample Org Detail



169

Travel Activity Detail

To obtain all travel activity for a specified timeframe, order the report as above.  
This will give you all travel expenses whether it came from AP, a manual journal 
entry, or even AR (expense credit).  In addition, the reference field on the manual 
journal entry lines has been linked to the vendor table for this report.  This is 
important if you rare currently making manual entries to adjust travel.  If a valid 
vendor number is entered in the reference field on the journal entry, the associated 
vendor name will be shown on this report. 
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Since this report includes data from all modules, it may have additional items not on the 
Travel Report which pulls data from only the AP module.  However you will be able to 
identify these items by the source.

You could also order a similar report for Per Diem and Fees.  In that case the account 
range will be 651001 through 651300 (or 652005 to include third party payments.
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Link Journal Entry to Vendor Name
Enter Vendor Number in Ref field for each line to be linked.
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Link Customer ID by Ref:
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Sample Travel by Vendor/Customer Name
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Purchase Order Balance

To obtain the detail of current purchase orders as of the end of a specified period, order 
the report as shown above.  The offset account for all purchase order activity is 328001.  
By selecting only that account, the report will show the original establishment of the PO 
as a credit balance and subsequent payments as debits.  Please note, this report cannot 
be ordered for prior year purchase orders the same way.  If you enter a prior budget 
year, you will only get the activity for transactions occurring the current fiscal year.  
The balance will not be shown because the PO was set up in a prior year. 
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Note: When you select a “Sort By” as in the preceding example, and you want all values, leave 
the From and To fields blank.  This produces the same result as if the first value in the drop down 
list as the From and the Last value as the To is selected.  

Query 0PO013_FP_ENC_THRU_FISCAL_PERIOD will give purchase order balances as of an 
accounting period. 

Sample Query 0PO013_FP_ENC_THRU_FISCAL_PERIOD
Unit         PO            Line Sched Num Line  Acct    Fund    Org           Prog Sub-Cls BY Prj/Grt PO  Ref       Encumbrance
40100  0000024627      2      1                1      619001  A1 4012112000  01000  301        2001     01 401214598415   1,848.00 
40100  0000024676      1      1                1 619001  A1   4012607000  01000  301        2001     01 401217599501   2,041.20 
40100  0000024707      1      1                1 615004  A1   4012204200  01000  301        2001     01 40122450003-14       1.00
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Sample Purchase Order Balance


