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General Ledger Inquiries

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

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

GL Inquiry- Navigation Path
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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

GL Inquiry 

You must add an 
Inquiry Name the first
time you access this 
page. Once you have 
created an Inquiry 
Name, you may use it 
over and over again in 
the future.
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GL Inquiry – Inquiry Criteria Tab 

If a Speedcode is used, 
the system will 
automatically populate 
the appropriate 
chartfield values for 
Fund, Department, and 
Program or Project

Fields with an asterisk * must be completed

GL Inquiry –

The View Details Button

Click the View 
Details button to 
generate the Year-
to-Date summary

When you click on View Details, 
you will move to the YTD Summary 
tab above. Do not click on the tabs 
directly though.
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GL Inquiry – YTD Summary Tab 

GL Inquiry – YTD Summary Tab 

Three Projects 
were found 
when using a 
“wildcard” in the 
Project criteria 
R1230% 

R1230%
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GL Inquiry – YTD Summary Tab

Report ID: UFSGL007

GL Inquiry –

Research Summary Tab 

The Research Summary Tab will 
only be active when a Research 
Grant was selected from the YTD 
Summary page



2020-12-04

8

GL Inquiry – Account Totals Tab 

GL Inquiry – Reports

The Header section, containing:
• Report ID
• Inquiry Name
• Month End Status
• Report criteria
• Run Date and Time
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GL Inquiry – Reports

The column “SRC” 
contains the journal 
source

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

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

GL Inquiry – Reports

UFSGL007 – YTD Summary

UFSGL091 – Reporting Budget Journal Details

UFSGL010 – Control Budget Journal Details

UFSGL009 – Actual Journal Details

UFSGL011 – Encumbrance Transactions

UFSGL008 – All Account Summary Totals

UFSGL060 – All Account Actual Journal Details
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GL Inquiry – Journal Sources
Code Description Code Description

ADV Advancement Services ALN 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

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

http://www.uwo.ca/finance/forms/docs/financial_systems/Source_Codes.pdf
http://uwo.ca/finance/training_reference/
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Journal Inquiry

Journal Inquiry

Fields with an asterisk * must be completed
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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 

Session Topics and Exercises

1. Generate GL Inquiry financial reports

2. Report Manager

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

Report Manager

The Report Manager will always 
open on the Explorer tab

Use the + 
sign to 
expand a 
folder

• Reports generated by the 
User will be located under 
General

• nVision reports are 
located under Month End 
Reports
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Report Manager

Results from the General folder

This report was distributed 
to one user – the same 
user who created it 
(SCUPRJA2)

The report title is “Grant Detail by Researcher”
Grant Detail by Researcher

Report Manager – List Tab

The List tab contains a list of 
all reports that the user is 
authorized to view. 
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Report Manager –

Administration Tab

Click on the report description link to open the 
report from the Administration tab, or click the 
Details link to manage the report security

The Administration tab 
contains the security for 
the reports, where users 
can add or delete other 
users from their report 

Report Manager – Details

You can add or remove other users to the 
report by using the + and - icons. 
Keep in mind that reports will expire in 7 days 
(except for nVision monthly reports).



2020-12-04

16

Session Topics and Exercises

1. Generate GL Inquiry financial reports

2. Report Manager

3. nVision monthly reports

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
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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 
Reports folder 
by clicking on 
the + sign 
(already 
expanded 
here)

nVision Reports

Expand a folder to move to a 
lower level
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nVision Reports

This folder is for 
Fiscal Year 2015, 
Period 12 (April)

nVision Reports

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

• Install the Excel Add-in “DrillToPIA.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

http://uwo.ca/finance/training_reference/index.html
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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

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

mailto:finsys@uwo.ca

