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Learning Objectives

Participants will be able to:
» Generate financial reports using GL Inquiry

» Analyze a GL Inquiry report to learn more
about transaction line details

» Open nVision reports from the Report
Manager, and run a drilldown inquiry
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Session Topics and Exercises

1. Generate GL Inquiry financial reports
2. Report Manager
3. nVision monthly reports
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Browsers, Application Versions,

Pop-up Blockers, File Downloads
It is becoming increasingly difficult to make
specific recommendations for “best results”

* Windows 10 with MS Office 2016 and Google
Chrome is currently recommended

1. Allow site finance.uwo.ca in pop-up blocker

2. Install current version of Acrobat Reader

3. Install the UWO web certificate in the
Trusted Root Certificate Authorities for the
browser

4. Enable automatic file downloads in browser
security settings
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Session Topics and Exercises

1. Generate GL Inquiry financial reports
2. Report Manager
3. nVision monthly reports
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GL Inquiry- Navigation Path

~ Financials and Reporting
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GL Inquiry

Restricted to your general ledger access

Many different ways to inquire

— By Speedcode, Fund, Department, Program,
Project, or using a “Group” (Tree Node) value

Useful reconciliation tool

Data is current — as of last business day
Reports are in Acrobat pdf format

« Raw data can be exported to Excel
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GL Inquiry

GL Inquiries and Reports

Reporting Console .
GL Inquiry

7 Inquiries - Find an Existing Value || Add a New Value You mUSt add an
ot inuiy o Inquiry Name the first
Speedeode Iy time you access this

Journal Inquiry

page. Once you have
created an Inquiry

SALCOM Inquiry

J Cperating (Fund 1) v

] Research (Fund 2) - m Name, you may Use it
| Endowed/Restricted (Fund 4/5) v Over and OVGr again in
the future.
PERATIONAL
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GL Inquiry — Inquiry Criteria Tab

New Window | Personalize Page

Fields with an asterisk * must be completed

Inquiry Criteria YTD Sui

Inquiry: MY_REPCOR

*Unit: UWO Q& -Fiscal Year: 2021/QL  =As of Accounting Period: LiLeN

SpeedCode: Q

Chartfield———————————————_Groups

Fund: Q .

N N If a Speedcode is used,

Program Coce: a s the system will

profect & automatically populate

[ save ||[=] Notify S Next tab the approprlate

Inquiry Criteria | YTD Summary | nt Totals .
chartfield values for
Fund, Department, and
C PERATIONAL Program or Project %
EXCELLENCE TRTVERSTTYCRAT

GL Inquiry —
The View Details Button

New Window | Personalize Page

Inquiry Criteria YTD Summary Research Summary Account Totals

When.you click on View Details, Click the View
you will move to the YTD Summary Details button to
tab above. Do not click on the tabs generate the Year-

directly though.
y thoug to-Date summary
Department: 1=y UR Q
Program Code: Q OR a”
Project: R4493% (SR oQ# . Wiew Detaits
[5] save | |[=] Notify St Next tab =k Add | Update/Display

| t Totals

Inquiry Criteria | YTD Summary | Research Summary | Accoun
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GL Inquiry — YTD Summary Tab

Inquiry Criteria YTD Summary

Research Summary

Account Totals

Month End FINAL
Status:
Inquiry: MY_REPORT Unit: UWO Year: 2012 Period: 11 Fund: 1 Run Date:  12/03/2020
Deptid: 421030 Program: 00000 Project: é
Find First (4 10of1 (p) Last
Fund: 1 Operating Dept: 421030 Financial Systems -— m'“‘"‘“"‘
Program: 00000  General Project:
(1) Reporting Budget (2) Control Budget (3) Actuals {4) Encumbered (2-3-4) Available
50.00 $620,723.00 $561,076.19 $42,863.28 516,783 53
Totals
$0.00 $620,723.00 $561,076.19 $42,863.28 $16,783.53
[5lsave | |[=] Motify = Previous tab || 5t Next tab £} Add || 5 Update/Display

|\nqum- Criteria | YTD Summary | Research Summary | Account Totals

C PERATIONAL
EXCELLENCE
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GL Inquiry — YTD Summary Tab

Inquiry Criteria YTD Summary

Month End
Status:
Inquiry: MY_REPORT Unit: UWO Year: 2012
Deptid: Program:
Fund: 2 Research Dept: 231200
Program:
(1) Reporting Budget  (2) Control Budget
§0.00 §47,000.00
Fund: 2 Research Dept: 231200
Program:
(1) Reporting Budget  (2) Control Budget
§0.00 512961228
Fund: 2 Research Dept: 231200
Program:
(1) Reporting Budget  (2) Control Budget
f0.00 $26,165.70

C PERATIONAL
EXCELLENCE

Research Summary

Account Totals

FINAL
Period: 12 Fund: Run Date:  12/03/2020
Project: R1230% 5
Find First (4) 10f1 (3 Last

Departrment of Biology

Project: 1230401
{3) Actuals
$2,970.49

-+ Three Projects
"D were found
when using a
' “wildcard” in the
Project criteria
== R1230%

(4) Encumbered
$2,680.25

Departrment of Binlogy

Project; R1230402 e

(3) Actuals (4) Encumbered
521,663 45 000

Department of Biology

Project: R1230403
(3) Actuals

§0.00 §22,466 46

Western fg)

“CANADA
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GL Inquiry — YTD Summary Tab
Report ID: UFSGLOO7

‘Westemn University

Report ID: UFSGLDOT General Ledger Inquiry - YTD Summary Page: 10f1
Inquiry Name: As of Period 12, Fiscal Year 2012 Run Date: 2015-10-07
MY_REPORT Month End Status: IN PROGRESS Run Time: 21:43 PM
Business Unit: UWO Fund: Program:
Department: Project: R1230%

rtment [ Fund | Program / Project | Reporting Budget | Control Budget | Actuals | | Funds Available 1
231200 Department of Biology 2 R1230A01 startup funds 000 47,000.00 207040 288.68 4374285 b
231200 Department of Biology 2 R1230A02 Discovering the Art of Financi 000 2961228 2166045 o.oo 0784281 b
231200 Department of Biology 2 R1230A03 Dissecting Financs 000 2515570 0.00 283025 22468845 b
231200 Department of Biology 2 R123040¢ Leaming How to Manage with Gu 0.00 56.000.00 10.505.63 000 4542437 b
231200 Department of Biclogy 2 R1230405 Managing Change 0.00 106884 182008 000 012076 b

TOTALS: 0.00 268,736.80 38,074.85 20750 22078824

C PERATIONAL
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GL Inquiry —
Research Summary Tab

Inquiry Criteria YTD Summary Research Summary Account Totals
Month End IN PROGRESS
Status:
Project ID: R1230A02 | Discovering the Art of Financi Status: A Pl Cradle,Leitha
Dept: 231200 Depattment of Biology Reference:  123456-2010 RGPIN
Funding Source: MATURAL SCIENAT-0-mhamimmmns mnma:

S LA SO The Research Summary Tab will
Recipent: only be active when a Research
Speed Code: TRCH Cl

Grant was selected from the YTD
Budget:

Total Spent: Summary page

Encumbered: EIVREE T PO
Funds Availability: §107,942.81 Total Revenue: 129,612,226
Tot Restricted Budg: $0.00

Budget Start Date: 01-APR-11 Project Start Date: 01-APR-10

Budget End Date: I1-MAR-12 Project End Date: I-MAR-14
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GL Inquiry —Account Totals Tab

Inquiry Criteria | YTD Summary

Depo: Program;
Fun Rezearch Bepe 37045
Program:

Account 100000

Account 000001

(1) Reporting Buiget

Account 501220

(1) Rsporieg Budget
Q

Account 601550

(1) Reporting Buiget

Account

1) Repo

Account

(1) Reporting Buiget

C PERATIONAL

Salaries - Res.

Benefls -Res

Research Summary

Al Revenue Accourts

12} Comtrol Budget
$10.000.00

s PanTIme

12) Control Busget

Assoriate
12} Control Budget
50.00f

Banens

[rp——
10008

Assuciale

12} Comtrol Budget

EXCELLENCE

Account Totals

Project: RA493A01

31 hctuals
s0.00f

) Encumbere

ot inciuded in final otals

(31 hctuals

@escanbers
oo

S re—
o a

P r—

5000/

-
1000

) Encumbered

52308 5000/

(31 hctual

(2:3:4) Avaiiobie.

ot Appicable

(2:3:4) Avoiiobse.

[2:3:4) Availabie
[3:3:4) Avaitabie

12:34) Available

5228138

2020-12-04

Western

UNIVERSITY-CANADA

GL Inquiry — Reports

Report ID: UFSGLO6D

Inquiry Name:
MY_REPORT

Western University
Actual Journals Detail - All Accounts
From Period 1to 12, 2012
Month End Status: IN PROGRESS

Page: 10of2
Run Date: 2015-12-01
Run Time: 23:28:50

Business Unit: UwWo Fund: 1 Operating Department: 470400 Health Srvs-StaffiFaculty Speedcode: HK11
Program: 38001 StaffiFaculty Health
Pur S ot n [r— Line Doner
2 e TR Eing
2 TRAMI Biing
& TRAM Siing
2

The Header section, containing:
Report ID

Inquiry Name

Month End Status

Report criteria

Run Date and Time

PERATIONAL -
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GL Inquiry — Reports

2
Date: 2015-12-01
Time: 232850

uwo Fund: 1 Operating
Proar 26001 StafifF aculty Health

Click the green Excel icon to download the
report data into an MS Excel workbook

622000 Suppies ‘ e L e

P 5 Sl D=t Nnaratar " ”
" ONL 0001542282 20110720  LROSS The COIumn SRC

& ONL 0001942280 2011-10-08  LROSS -

g ONL 0001242281 2012-01-01 LROSS - H H

10  OMNL 0001842278  2012-02-08 LROSS Conta|n5 the Journal
12 BIL DDO1942183  2012-04-23 KLWQJTOW -

12 BIL 0001842183  2012-04-23 KLWOJTOW oo |

12 BIL 0001842183  2012-04-23 KLWQJTOW = SO u rce
12 BIL 0001842183  2012-04-23 KLWQJTOW
12 BIL 0001842183  2012-04-23 KLWQJTOW
12 BIL DDO1842183 2012-04-23 KLWQJTOW
12 BIL 0001842183  2012-04-23 KLWQJTOW
12 AP 0001842188 2012-04-30 PSOPER

12 AP 0001942189 2012-04-30 FPSOPER

Operator is the person
(or “System”) who
= created the journal

Western g

12 AP 0001942189 2012-04-30 FPSOPER
12 AP 0001942189 2012-04-30 FPSOPER
12 AP 0001942189 2012-04-30 FPSOPER
12 EX 0001842180 2012-04-30 PSOPER
0001942180  2012-04-30 FPSOPER

C PERATIONAL
EXCELLENCE

GL Inquiry — Reports

UFSGLO07 — YTD Summary

UFSGL091 — Reporting Budget Journal Details
UFSGLO010 — Control Budget Journal Details
UFSGLO009 — Actual Journal Details

UFSGLO011 — Encumbrance Transactions
UFSGLO008 — All Account Summary Totals
UFSGLO060 — All Account Actual Journal Details

C PERATIONAL

EXCELLENCE Western fg)
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GL Inquiry — Journal Sources

Advancement Services Veterinary Services
AP Accounts Payable Vouchers AR Accounts Receivable
BIL Billing Invoice BKS Campus Bookstore
CHS Chem-Bio Stores CSH Central Cashier
EX Online Expenses FM Facilities Management
GRS Graphic Services HFS Housing & Food Services
HRC HR Pay Commitment HRJ HR Salary & Benefit Charge
INT Interest MMF  Mustang Market Form
OH Overhead ONL  Online Journal Entry
PHS Physics Storeroom SF Student Financials
TEG Telecommunications UMS  University Machine Shop

http://www.uwo.ca/finance/forms/docs/financial _systems/Source Codes.pdf

PERATIONAL
O ERRENINGE Western g

GL Inquiry — More Details

You can inquire further when the journal source is from
another module (feeder system) within Western
Financials (e.g. Accounts Payable, Journal Entry, Online
Expenses, Billing)

» For AP, use Voucher Inquiry
* For ONL, use Journal Inquiry
* For EX, use View Expense Report

» For Billing or A/R, use reports within A/R Customer
Reports menu

See http://uwo.ca/finance/training reference/ for
documentation on other modules in Western Financials
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Journal Inquiry

Inquiries and Reports

New Windou
Reporting Console

Journal
? Inquiries ~ Enter any information you have and dlick Search. Leave fields blank for a list of all values.
GL Inquiry Find an Existing Value Add a New Value
Speedcode Inquiry ¥ Search Criteria
Journal Inquiry Inquiry Name | begins with

SALCOM Inquiry

B Operating (Fund 1) . Glear | Basic Search B Save Search Criteria
W Research (Fund 2) v

No matching values were found.
] EndowediRestricted (Fund 4/5) v

Find an Existing Value Add a New Value

CPERATIONAL West

e
EXCELLENCE YVesLer (%)

-CANADA

Journal Inquiry

Fields with an asterisk * must be completed

Journal Criteria

Inquiry Unit Ledger Year From Period To Pericd Suspense Status

JRLN_INQ uwo Q acTuals Q| 201zQ 1Q 2Q

Journal ID Date Status Source Currency Stat Document Type

a s a a a a a Date Code Adj
User Document Sequence Sort By Max Rows Attachment Exist
Journal Id - 100 v
Search Delete Clear

| save Notify Add UpdateiDisplay

UNIVERSIT

PERATIONAL -
O ERRENINGE Western g
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Journal Inquiry

« Journal date

« Journal status

 Total debits and credits

» User ID of the person who created the journal
 Journal header description

» Journal Line details
— Chartfields
— Line descriptions
— Line amounts

PERATIONAL
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Session Topics and Exercises

1. Generate GL Inquiry financial reports

3. nVision monthly reports
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Report Manager

« Contains a list of all reports generated by
the user

* Reports are saved for 7 calendar days

* Reports can be shared with other
users, even if they do not have the
appropriate ledger security to create
the report

PERATIONAL
O ERRENINGE Western g

Report Manager

The Report Manager will always
open on the Explorer tab

ncial Reporting/Query Tools
New Window Personalize Page
< Report Manag Explorer List Administration Archives
1 Processent S Trees e 1 1 1m0 ® Reports generated by the
U.se the + T e User will be located under
sign to - piRoi el oo General
2 [DYNROLE_PUBL - 2020-11-27-1§ ..
expand a . Jrs nccss s wesaccss o nV/ision reports are
folder located under Month End
Reports

C PERATIONAL \Nestern %

EXCELLENCE UNIVERSITY - CANADA
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Report Manager
Results from the General folder

Report

ReportiD 7805100 Process Instance 6318866
Name XMLP Process Type XML Publisher

The report title is “Grant Detail by Researcher”

Run Status  Success
Grant Detail by Researcher

Distribution Details

Distribution Node FSREPORTSNT Expiration Date 12/10/2020
This report was distributed

File List
Name File Size (bytes) Datetime Cre to One user - the Same
UFSRA101.palf 73425 =z« USET Who created it
Distribute To (SCU PRJAZ)
Distribution ID Type Distribution ID
User SCUPRJAZ

PERATIONAL
O ERRENINGE Western g

Report Manager — List Tab

Folder | ¥ N\ Instance Refresh
Reports . . .
% a The List tab contains a list of
Report Report Description =arnen 3l reports that the user is
GL JOURNAL POSTING General authorlzed to VIEW
2 GL_JEDIT_D PSI/GL ONLINE JOURNAL EDIT General | 0820720 2:26PM 1677335 6244190
Save

PERATIONAL
O ERRENINGE Western g
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Report Manager —
Administration Tab

expiorer || vt || [P Rammnietmont|  Arcrves
— The Administration tab
usor 1o [BOUPRIAZ Q| rype . contains the security for e
“ Folder « wanee  the reports, where users
can add or delete other
e users from their report
7805100 6318868 |UFSRATO1 - UFSRATOT po SloaiPu  pan.  Pested [ Dewis
¥ SelectAl Deselect Al
pelete aameess Click on the report description link to open the
oo report from the Administration tab, or click the
e et aannsiaien | e Details link to manage the report security

PERATIONAL
O ERRENINGE Western g

Report Manager — Detalils

Report Detail

Report

ReportID 7805100 Process Instance 6318866 Message Log
Name XML

mnsuee s YOU CAN add or remove other users to the
wsmor-vesst F@POrt by using the + and - icons.
prmmenee=l Keep in mind that reports will expire in 7 days
1 (except for nVision monthly reports).

File List
Name File Size (bytes) Datetime Created
JFSRA101 73,425 12103/2020 9:19:35.413846PM EST
Distribute To
Distribution ID Type Distribution ID
User v SCUPRJ, Q + -
oK Cancel

PERATIONAL
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Session Topics and Exercises

1. Generate GL Inquiry financial reports
2. Report Manager
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nVision Reports

nVision reports are created monthly, once the
Accounting Period is FINAL (closed)

 Useful for unit level reporting, (versus GL Inquiry
one speedcode at a time!)

* Provides comparative analysis over periods
» Excel-based summary reports
* “Drill-down” functionality to view transaction details

* Report security is assigned when the report is
created

* Not used with Research grants

PERATIONAL
O ERRENINGE Western (g
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nVision Reports

nVision reports are located under the
Month End Reports folder on the Explorer
tab within the Report Manager page

Expand the
Month End Explorer List Administration Archives
Reports fOIder First \ Previous | Next \ Last \ Left \ Right
by clicking on & Genera
the + Si [ Month End Reports

gn £ OPERATING
(already & PROJECT |
expanded
here)
C PERATIONAL %

EXCELLENCE Western
nVision Reports
Explorer List Administration Archives

First \Prevmus \Next \Laﬁ( \Leﬂ \R\ght

E General
[= Month End Reports

& UNIT Expand a folder to move to a
) DEPARTMENT

) ANGILLARY lower level
5 PROJECT

PERATIONAL
O ERRENINGE Western g
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nVision Reports

Explorer List Administration Archives

First | Previous | Next|Last|Left | Right

G General
[= Month End Reports
[= OPERATING
E UNIT
[= DEPARTMENT
& '05_12

o e This folder is for
& 07_12 .
& 08 12 Fiscal Year 2015,
G2 09 12 . .
& 1012 Period 12 (April)
G 10_12
G2 10_12
= 11_12
& 12_12
& 13_12
& 14_12
> 15_12

B [000000_O_DBALAG - 2015-08-05-08.15.48.975695]

B [000000_O_DEPT_S - 2015-08-05-09.19.56.765305]

B [000000_O_DPTC_D - 2015-08-05-09.24.13.249832]

B [000000_O_DPTO_D - 2015-08-05-09.28.43.974978]

PERATIONAL
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nVision Reports

The “power” of an nVision report comes from the
Drilldown functionality

* Install the Excel Add-in “Drill ToPIA.xla”
* Install the UWO Web Certificate

Find the nVision Drilldown Requirements at
http://uwo.ca/finance/training reference/index.html

Your financial analyst may be able to provide
additional guidance on nVision reports

PERATIONAL
O ERRENINGE Western g
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GL Reporting - Tips

There are multiple ways to get information

« GL Inquiry is the most common “tool”, but
many other reports are available, including
Grant Detail by Researcher (Fund 2
projects), Restricted and Endowed Funds,
Capital Projects, Query

« Be adventurous with Report Manager, or
use it to reprint a report that was already
generated

PERATIONAL
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Summary

In this session, here’s what we’ve covered...

* GL Inquiry reports with transactions from
various “sources”, and downloading to Excel

* Finding more details for AP, EX, ONL journal
transactions

* Report Manager
* nVision Monthly Statements
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Thank you & Evaluation

Contact us by email at
finsys@uwo.ca or call our help
desk at 519-661-2111 ext. 85432
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