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Overview

Use the Account Balance Inquiry (GLIQ) to view transaction and budget
information associated with a particular account. This is a reporting only (read
only) window, so records cannot be added, updated, or edited from this

screen.
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Accessing the GLIQ Screen

You can search for particular accounts using different combinations of account
information (Key, Key Parts, Object, Object Groups, etc.)There are several ways
that users can access this screen from within the system.

Using a Link

Select any Task Center under the Department General workspace. Under the
Inquiry component, select the link for GLIQ Account Balance Inquiry.

" CENTRAL

o Workspaces

0O "Department General » Data Entry Co A Pending Tasks

28 Accounts Payable
g GLIEUB g GLIECP Description
22 Cashiering R .

22 General Ledger

= p-Card

22 Purchasing MRS AL

) Task List B cLIQ B GLUPTR

s Main Menu

Using a Search term

This screen can also be loaded using information entered into the Search field in the
top-right corner of any screen or on the Workspace tab. In the search field enter the
menu mask for the screen, GLIQ, or enter the name of the screen as shown.

Account Balance Inguiry (GLIQ)

Total 1items found

Pending Tasks

Using the Main Menu

On the Workspaces tab click on the Main Menu option found below the Task
Centers. In the main screen area scroll down to the General Ledger (GL) section
and click on the Account Balance Inquiry (GLIQ) link.
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» Interacgide Update (BQUP)
> utjifes (BQUT)

(5 *Department General »

&2 Accounts Payable

22 Cashiering v Client Specific Web Forms (WF)

82 General Ledger $ Request Forms (WFFORM)

&2 P-Card

&8 Purchasing ~ Encumbrances (EN)

‘ ~ Budget Item Detail (BD)

§ Create Budget Adjustment Set (BDGL)
> Update Budget Item Details (BDUP)
> Utilities (BDUT)

w Contract Management (CM)

> Update Database (CMUP)

Task List > Interactive Update (ENUP)
Print a Report (ENRE)

>
& Main Menu > Set Processing (ENBT)

> Utility (ENUT)

v Fixed Assets (FA)

5 Utilities (CMUT)

+ Endowment Management (EM)

> Set Processing (EMBT)
> Update (EMUP)
> utility (EMUT)

» Depreciation (FADP)
> Update (FAUP)
> Utilities (FAUT)

~ General Ledger (GL)

~ Grants Management (GM)

$ Account Balance Inquiry (GLIQ)
> Budgeting (GLBU)
> Direct GLDB Update [GLUP)

$ Create Grant Budgets (GMGL)
> Update Grant Information (GMUP)
> Utilities (GMUT)

> Journal Entries Function (GLIE)
> Reports (GLRE)
> Utilities (GLUT)

Searching for Account Information

When the Account Inquiry screen appears, search for the desired record by
entering values in any of the available fields. These fields are required in order to

search accounts:

Ledger- Select the ledger of the account you want to view. Only one ledger

can be viewed at one time.

Fiscal Year- Select the fiscal year. Only one fiscal year will be presented at a

time.

Level- Select the account level. The level of the account is specified at the time

of account creation.

Account Status-Select the status of the account you wish to use. (Options are

Active, Inactive, or blank)
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¢, CENTRAL s Account Balance Inquiry (GLIQ) JL
Account Balance Inquiry &

Ledger GL ik Fiscal Year 2020 Y Leval 0B Al Account Status:

KEY FUND FUNC Y DEPT Y FTYP Y CATG

SUBF DI : ¢ BDUN

0BJ Y GTYP oTYP T BUDG

Transaction Filter

Start Date MM/DD/ 1] End Date: ] Low Amount Y High Amount

You may search on the following fields to locate an account, or list of accounts
that meet the criteria entered. Entering more criteria will yield a smaller list of
accounts that match all criteria:

GL Organization Key

Fund (Key Part 1)

Function (Key Part 2)
Department (Key Part 3)
Fund Type (Key Part 4)
Category (Key Part 5)
Sub-fund (Key Part 6)

Division (Key Part 7)

Budget Unit (Key Part 8)

GL Object Code

Group Type (Object Group 1)
Object Type (Object Group 2)
Budget (Object Group 3)

JL Organization Key

Budget Unit (JL Key Part 1)
Department (JL Key Part 2)
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JL Object Code
Group Type (JL Object Group 1)
HSA (JL Object Group 2)

Account Balance Inquiry

Ledger GL A Fiscal Year 2020 SR Level OB
KEY D\ FUND FUNC T DEPT
Is equal to i
SUBF Is not equal to BDUN T
Starts with
0BJ Ends v OTYR BUDG
Contains
|
Transaction Filter .
Is not blank
Start Date: MM/DDY | Ea End Date s Low Amount:

The system applies a wildcard search in these fields. For example, if you type in
the number ‘1’ in the Key field, the system will find all Keys that begin with “1°.
You can choose a filter by clicking on the funnel icon, and using the drop down
menu to filter the search criteria. The more fields populated when searching,
the fewer matching records will be found.

Transaction Filter

For accounts with many transactions, you can use the Transaction Filter options
to limit the number of transactions displayed to a specific date or amount or
range.

s> CENTRAL

Account Balance Inquiry ﬂ

GL - Y Fiscal Year 2019 Y Level 0B - Y Account Satus

Transaction Filver

Stert Dale

i3
=
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In this first example, the search results will include all records for Keys that begins
with ‘1’ as the first digit. Here, no wildcard characters are entered, but see how
it applies it automatically.

JL
Account Balance Inquiry &
Ledger GL 1A | Fiscal Year 2020 - Level 0B 2R Account Stalus
1 : FUND FUNC A DEPT T FTYP CATG
SUBF T DIV BOUN
0BJ GTYP OTYP r BUDG

Transaction Filter

Start Date. MM/DLC iz End Date M/DD £ Low Amount T High Amaunt
Results
& ~ OrgKey Object Description Budget Fiscal Year Actual Encumbrance  Available  Status Account Infermation
100000 10000 General / Cash In Treasury 0.00 0.00 0.00 0.00 1
Opening Balance 0.00
100000 16006 General / Accrued Revenues 0.00 0.00 0.00 000 A
osted Transactions: 0.00
100000 20000  General / D/F Other Fund 0.00 0.00 0.00 000 A
Account Balance: 0.00
100000 22008 General / Invesiments. 0.00 0.00 0.00 000 A
Unposted Transactions: 0.00
) 5 1 W
100000 51000 General / Warrants Payable 0.00 0.00 0.00 000 A Real Time Balanca: 0.00
100000 51001 General / Accounts Payable 0.00 0.00 0.00 000 1
100000 51010 General / DO Agencies 0.00 0.00 0.00 000 1
100000 51077 General / Accrued Exp Pay 0.00 0.00 0.00 000 A
100000 51233 General / Due Umb Cord 0.00 0.00 0.00 0.00 |
100000 51235 General / Due St Gert 0.00 0.00 0.00 000 1

. - 2 3 4 s 78 » % Total Count: 773

At the bottom of the Results, the Total Count of ‘773’ indicates there are 773
accounts that meet the criteria that the Key starts with “1’.

Settings

Use the gear icon on the right, to set the ledgers.

*, CENTRAL i . Account Balance Inquiry (GLIQ)

Account Balance Inquiry Izl

When you click on the gear icon, the above popup is displayed, which determines the
default settings for the budgets displayed in the Account Information screen. If this s
applied to the GLIQ view of an expenditure account, the Account Information box will
translate to:
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Adopted: from the default settings

Adjustments: displays the difference (adjustments) made between the initial budget
and the current/final budget

Current Budget: from the default settings

Settings - Defauit Budget Versions

Ledgers Adopted Budget Current Budget
GL: General Ledger | ap % R
JL: Project Ledger v 5

Apply Settings Cancel ‘

Note: when using this screen for the first time, a user may find that the defaults are not
set at all. In that case the Account Information box will show a *:” and no budget
version.

Account Information

In the Account Information panel on the right side of the window, you can view
the account details, such as expenditures or a real time balance, for the
selected individual accounts. The Account Information panel shows three
different layouts, depending on what type of account you have selected.

Account Information
Adopted 0.00
Budget Adjustments: 0.00
Current Budget: 0.00
Posted Revenua: 2,000.00
Budget Variance: 2,000.00
Unposted Ravenue 6,500.00
Unposted Variance: -3,500.00

When a revenue (RV) account is selected:

Posted Revenue- displays the total dollars posted against this revenue account
for the entire fiscal year.
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Budget Variance- displays a calculated value showing adjusted budget less
posted revenue.

Unposted Revenue- displays the total dollars entered, but not yet posted to the
selected account. Activity is collected from unposted JE, AP, and AR/CR sets.

Unposted Variance- displays the calculated value showing Budget Variance
less Unposted Revenue.

When an expenditure (XP) account is selected:

Account Information

Budget Adjustments

Current Budget: 13,547.00

Expense: 3.479.00
Encumbrance 0.00
Pre Encumbrance 0.00
Total Exp & Enc: 3.479.00

Available Balance: 10,068.00

Unposted Exp 1056497

Unposted Enc

Real-Time Balance: 49617

Expense- displays the total dollars posted against this expense account for the
entire fiscal year.

Encumbrance -displays the total encumbrance (from purchase orders) for the
entire fiscal year.

Pre-Encumbrance- displays encumbrance from purchase requisitions only.

Total Exp & Enc- displays a calculated value showing the total of the posted
expense and encumbrance amounts.

Available Balance- displays a calculated value showing the adjusted budget
less the total expenses and encumbrances.

Unposted Expense- displays the total dollars entered, but not yet posted to the
selected account. Activity is collected from unposted JE, AP, and AR/CR sets.
Only activity that does not include an encumbrance is included.

Unposted Enc- displays the total amount entered, but not yet posted to the
selected account. Activity is collected from unposted JE and EN sets. Only JE
activity flagged as EN only is included.
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Real-Time Balance- displays a calculated value showing the Available Balance
less Unposted Exp and Unposted Enc.

When an account other than RV or XP is selected, such as asset (AS) or liability

(LD):

Account Information

Opening Balance 0.00
Fosted lransactions 292,000,040
Account Balance: 235,000.00
Unposted Transactions: 51,000.00
Real-Time Balance: 76,000.00

Opening Balance- displays the opening balance for the selected account for
selected fiscal year.

Posted Transactions- displays the total amount posted to this account for the
entire fiscal year.

Account Balance- a calculated value showing the Opening Balance plus
Posted Transactions.

Unposted Transactions- displays the total amount entered, but not yet posted to
the selected account. Activity is collected from unposted JE, AP, and AR/CR
sets.

Real-Time Balance- displays the calculated value showing the Account
Balance plus Unposted Transactions.

In this example of an expense account, the fiscal year selected is ‘2019’, and
the Objectis ‘92001’ (Supplies & Materials). The results find there are 23
accounts that meet the criteria:
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N
CENTRAL IL
Account Balance Inquiry &
Ledger GL T ki Level 0B T Account Status A ¢
KEY A FUND Y FUNC T DEPT T FTYP Y CATG T
SUBF A g DivI h BDUN Y
52001 T h ¢ GTYP A oTYP T BUDG T
Transactign Filter
Start Date: /DDA =) End Date: M/DD B Low Amount: T High Amount: A ¢
Results
& -~ OrgKey Object Description Budget Fiscal Year Actual Encumbrance Available Account Information
520000 92001  Categ Aid Dept/Sup &Mat  39,085,014.00 11,406,635.38 5775 27678,320.81
Adopted: 252 097 00
540000 92001  Child Abuse Prev / Sup & Mat 0.00 687.04 0.00 687.0¢
Budget Adjustments: 0.00
———m 0620000 92001 Library/Sup & Mat 252,097.00) 25,941.78 0.00 226,155.2
710010 92001 /Sup & Mat 21,390.00 14,682.70 0.00 6,701.3
710070 92001/ Sup & Mat 11,000.00 8,052.55 0.00 2,947.4%
re Encumbrance:
800070 92001 /Sup & Mat 0.00 807.90 0.00 -807.8( Iotal Exn & Enc 5041 78
915000 92001 TBOD/Sup & Mat 0.00 5,33473 0.00 8,3347: Available Balance:
917000 92001  TBD/Sup & Mat 0.00 30,556.94 0.00 -30,556.9¢ Unposted Exp 232,09463
Unposted Enc:
917100 92001  TBO/Sup & Mat 0.00 3,664.21 0.00 366421
Real-Time Balance: -5,939.41
917200 92001 TBD/Sup & Mat 0.00 21,087.79 0.00 21,087.7¢
PO : s

The Account Information box displays information based on the result that is
highlighted (in blue), in this case account 620000-92001.

Account Balance by Period

In the Account Balance by Period panel, you can view the actual and
cumulative totals of a selected account during different periods of the year.
The periods are defined on the General Ledger Definition (GLUPGN) screen.
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ngumes. Ledger:GL Fiscal Year:201% Level:0OB OBJ: 52001

£ Previous (3/10) Record Fiscal Year 2018 Ledger: GL Key' 620000 Object 82001 Level \’Jﬂi Next »

| Account Balance by Period

Opening Balance o.00

Period Manth Actual Cumulative
July 0.00 0.00

August 0.00
3 September 2594178 2594178
4 October 0.00 2594178
November 0.00 2594178
December 000 2594178
January 0.00 2594178
8 February 0.00 2594178
2 March 000 2594178
April 0.00 2594178
1 A oo 5, S B
12 June 0.00 2594178

All of the panels below the results panel will display amounts and records
related to the highlighted account in the results panel if there is more than one
result. If you select the Key and Object then there will be only one result.

Open Encumbrance by Reference

In the Open Encumbrance by Reference panel, you can view the encumbered
transactions that are processed as purchase orders in the ENUPTR window. You
can view encumbrance transactions based on the ledger, Key, and Object you
select in the GLIQ window.

Transactions

In the Transactions panel, you can view the account transactions of a particular
account for different periods of the fiscal year. Use the left to right scroll bar at
the bottom of the transactions panel to see all the record information:

Transactions
8 Export To Excel
5 Prepared By Sec Ref Misc Code PEID ContractMo Check|D Check Number SecDate  JE Approval Trns Approval Origination Source  Entry Date  Seqi
0 RKNUDSON  62000082228450 Q7/24/2019 07/16/2019
0 JLANGILL 07/24/2019 0212712019
k
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Note there is an Export to Excel button at the top of the Transactions panel. This
button allows you to export all paged transactions into one Excel worksheet.
The Export to Excel button is viewable when panel is expanded but only
enabled when the transactions panel has results.

Export to Excel-Transactions

Click on the Export to Excel button at the top of the Transactions panel and this
will pop up:

Export To Excel

-

Please select the columns to export

Select All

Fiscal Year
Period
Date
Description
Debit
Credit
Reference
SetID
GL Account
M1 JL Account

Select all, or unselect all and choose your columns. If you unselect and choose
the columns, the order in which the columns are chosen is the order in which
they will appear in the resulting Excel file.

Export To Excel

Fiscal Year
Period

Date
Description
Debit
Credit
Reference
SetID

GL Account
JL Account
Work Order
Units
Prepared By
Sec Ref
Misc Code
FE ID

00000000l 0O0@s@oooa

Contract No -

=
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Click on Submit to create the Excel file.

The file will pop up in the lower left (shown below) and can be opened,
modified, and saved within the Excel application.

" CENTRAL

o Account Balance Inguiry [GLIQ)

nquires: Ledger:GL Fiscal Year:2019 Level:OB OBJ: 92001

£ Frevious {3/10) Record Fiscal Year: 2019 Ledger: GL Key: 620000 Object: 92001 Level: OB

1 H 4 »#  Total Count: 23

Account Balance by Period
Open Encumbrance by Reference

Transactions

B8 Export To Excel

E Prepazd By SecRef

0 REMUDSOM  B2000082228450

Misc Code PEID ContractMo Check|D Check Number Sec Date JE Approval  Trns A

O7/241201%

0 JEANGILL 07/24/2019

Unposted Transactions

Unposted Encumbrances

W i

Unposted Transactions

In the Unposted Transactions section, you can view the unposted account
transactions of a particular account for different periods of the fiscal year.
Account transaction information may come from a variety of transactions
windows.

Unposted Transactions
« ~ Subsystem Date Type SetlD Amount Description Reference Sec Reference GL Account JL Account  Work Order
JE 8/22/2019 JE JEQD0325 25.00 Jv00286 GL 121000-87003 JL
JE 8/22/2019 JE JE000330 25.00 Jv00291 GL 121000-87003 JL
JE 8/22/2019 JE JEQ00333 25.00 Jv00293 GL 121000-87003 JL
JE 8/21/201¢ JE JEQ00323 25.00 Jv00284 GL 121000-87003 JL
JE 8/20/2019 JE JEQODO306 789,000.00 Making money JV00265 GL 121000-87003 JL
JE 8/18/2019 JE JEQODO271 -10.00 Testing Upload JV00234 GL 121000-87003 JL
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Encumbrance Transactions

In the Encumbrance Transactions panel, view the encumbrance transactions
for a particular account. The encumbrance transaction information is retrieved
from the Direct Update of EN Transactions screen (ENUPTR).

Encumbrance Transactions
B8 Export To Excel
=~ Detail Reference Date Name Encumbered Invoices EN Status
C?) SEED 031472019 Kings Communily Aclivn Organization Inc 57.75 0.00 PRE-ENC
£y
Click in the Detail column to view the records in ENUPTR.

Note there is an Export to Excel button at the top of the Encumbrance
Transactions panel. This button allows you to export all the transactions into one
Excel worksheet. The Export to Excel button displays when panel is expanded
but is enabled only when the panel contains results.

Budget Adjustments

Using date and amount transaction filters for the selected account (Ledger,
Key, Object), records are selected from the Logged Budget Adjustments table.
Only ‘OB’ level adjustments are displayed.

Unposted Budget Adjustments

In the Unposted Budget Adjustments panel, you can view the adjustments to
the budget that have not yet been posted. The budget adjustment information
is retrieved from the General Ledger budget adjustments screens.
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