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Introduction
The Oracle General Ledger Inquiry allows the user in a Faculty or Division to enquire on financial transactions recorded in the University’s Oracle Financials system (neo).
This manual will guide the user through the methods of viewing these enquiries.

Please direct all requests for assistance to the ITD Helpdesk at helpdesk@uts.edu.au or call ext. 2222.

Requirements

Before starting Oracle General Ledger Inquiry, the following conditions need to have been met:
1. Oracle JInitiator has been successfully installed on the user’s computer (Contact the IT Helpdesk on ext. 2222 or e-mail helpdesk@uts.edu.au if this has not yet been done);

2. Configure Microsoft Internet Explorer as your default browser to access Oracle Financials;

3. The user has been issued with UTS GL Inquiry nnn access to Oracle Financials where nnn is the Faculty or Division (The Finance User Access Form can be found on http://www.neo.uts.edu.au/support/useraccess.htm);

Logging In

Open Internet Explorer and navigate to http://www.neo.uts.edu.au/ and select the click here to login to neo button.
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Alternately, you can go directly to Oracle Financials by entering http://neo.itd.uts.edu.au:8001 in Internet Explorer.   Bookmark this address to allow for easier and quicker access in future.

Main Menu
In the main Oracle Financials Navigator screen, select Inquiry → Account
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Standard Account Inquiry

The Account Inquiry (UTS) screen allows the user to filter the query to suit their requirements.
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Enter the Accounting Period range for this query in the format of mmm-yy where mmm is the month and yy is the year.  

Please note that the earliest accounting period loaded in Oracle Financials is December 2003.
[image: image4.png]Accounting Periods
AN05
lAUG.05

From
To





In the Find Accounts screen, select the relevant field/s to be queried and press OK.
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The Accounts field is then populated with all existing account combinations found in the General Ledger.  
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The Detail Balances (UTS) screen will then show the monthly, Year-to-Date and if applicable, Life-to-Date account balances for each month in the query.
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Scroll down to the appropriate month and select the button.

The Journals (UTS) screen shows the transactions that make up the balance for the account combination.

[image: image8.png]Journal Entry

Source.

Curtency

Line

Line Description

Accounted Debit]

Accounted Credit|

[Purchase Invoices AUI [Payables

AUD

175

|SMH-STAFF ADVERTISING

234631

I

Drilldown

‘Show Full Joumal

Detail Balances




 

[image: image40.png]


If additional details are available for transactions coming from either the Oracle Accounts Payable or Accounts Receivable modules, scroll down to the transaction to query and select the button.

The following screens will be retrieved, depending on the source Oracle module (Payables or Receivables), showing additional transaction details.

Payables Invoice Accounting (UTS)
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Receivables Transaction Accounting (UTS)
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Account Enquiry with Summary Templates
While the standard Account Enquiry screen provides the user with the ability to enquire on transactions in the General Ledger, it does not have the ability provide account balances for Org Unit or Activity accounts.
This shortcoming is addressed using Summary Templates, which allow the aggregation of Org Unit or Activity transactions to provide the user with a Month-to-Date, Year-to-Date or Life-to-Date account balances as well as budgets.

Transaction Enquiry
To enquire on transactions appearing in the General Ledger, navigate to the Account Inquiry (UTS) screen.
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Enter the Accounting Period range for this query in the format of mmm-yy where mmm is the month and yy is the year.  

Please note that the earliest accounting period loaded in Oracle Financials is December 2003.
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Click on the Summary Template field to bring up the drop-down button
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In the Summary Templates screen, select the type of template to use and press OK.
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In the Find Accounts window, select the relevant field to be queried and press OK.
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Please see the Appendix 1 for detail on which fields are to be used for each of the Summary Templates.
The Accounts Field will populate with all combinations of the relevant Org Unit or Activity fields, depending on the Summary Template selected.  
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Scroll down to the appropriate account template and select the button 

The Summary Balances (UTS) screen will now show the Period-to-Date, Year-to-Date and Life-to-Date account balances per month entered in the Account Inquiry (UTS) screen.
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Please refer to Appendix 2 on how to modify the display to show the PTD, YTD and LTD columns in this screen.
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Scroll down to the appropriate month and select the button.

The Detail Balances (UTS) screen will show the balance of all occurrences of the account combinations that match the query.
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Please refer to Appendix 2 on how to modify the display to show the PTD, YTD and LTD columns in this screen.
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Scroll down to the relevant account and select the button to obtain further transaction information.
The Journals (UTS) screen shows the transactions that make up the balance for the account combination.
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If additional details are available for transactions coming from either the Oracle Accounts Payable or Accounts Receivable modules, scroll down to the transaction to query and select the button.

The following screens will be retrieved, depending on the source Oracle module (Payables or Receivables), showing additional transaction details.
Payables Invoice Accounting (UTS)
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Receivables Transaction Accounting (UTS)
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Budget Enquiry
Using the Enquiry with Summary Templates, it is also possible to compare actual income and expenses against budget.
In the Account Inquiry (UTS) screen, enter the following parameters:
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Enter the Accounting Period range for this query in the format of mmm-yy where mmm is the month and yy is the year.  

Please note that the earliest accounting period loaded in Oracle Financials is December 2003.
[image: image23.png]Accounting Periods
AN05
lAUG.05

From
To





Click on the Summary Template field to bring up the drop-down button
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In the Summary Templates screen, select the type of template to use and press OK.
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In the Find Accounts window, select the relevant field to be queried and press OK.
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Please see the Appendix 1 for detail on which fields are to be used for each of the Summary Templates.
The Accounts Field will populate with all combinations of the relevant Org Unit or Activity fields, depending on the Summary Template selected.  
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Scroll down to the appropriate account template and select the button 

The Variance (UTS) screen shows the total of Actuals, Budgets and Variances for the Period to Date (Month), Quarter to Date, Year to Date.  
Please note that the Project to Date (Life to Date) Budgets are not relevant because University budgets only span one year.
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To view the budget items for each month, scroll down to the relevant month and select [image: image46.png]Detail Balances



the button.

[image: image47.png]Organisation Unit ]
Location ] ]
Actiity [0110001 [ [ot10001 ]
Natural Account
Future

Intercompany ] ]





In the Summary Balances (UTS) screen, select the button.
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The Detail Balances (UTS) shows the individual budget lines for the Period to Date, Year to Date and Life to Date.
Please note that the Project to Date (Life to Date) Budgets are not relevant because University budgets only span one year.
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Appendix 1 - Summary Template Types 
Summary Templates allow the aggregation of Org Unit or Activity transactions to provide the user with a Month-to-Date, Year-to-Date or Life-to-Date account balance.
The following templates have been created to facilitate this:

Org Unit Inquiry
The Org Unit Inquiry provides a total of all Activities and Income and Expense Natural Account transactions posted against the Org Unit queried.

In this query, only the Org Unit Low and High fields are entered, with the rest of the account segments being left blank.

Please note that if other fields are populated for this template, this query will not return any result.
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Activity Inquiry - YTD

The Activity Inquiry – YTD provides a total of all Org Units and Income and Expense Natural Account transactions posted against this Activity.

This query can be entered in one of the following ways:

	Field
	Result

	Activity Only


	Shows all Org Units that the activity code has been posted against.  More than one occurrence indicates coding errors that will need to be corrected.

	Org Unit Only
	Shows all Activities that have been posted against the Org Unit.

	Org Unit and Activity


	Shows only the total of transactions that have been coded to this specific Org Unit/Activity account combination.
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In all the above scenarios, the rest of the account segments are left blank
Please note that if other fields are populated for this template, this query will not return any result.

Activity Inquiry – LTD
The Activity Inquiry – LTD provides a total of all Org Units and Income and Expense Natural Account transactions posted against this Activity.

The difference between this Inquiry and the Account Inquiry – YTD is the adjustment for equipment and depreciation charges.  The balance of this Inquiry equals that of the Net Result – Cashflow Basis on Monthly Life-to-Date Research Reports.
This query can be entered in one of the following ways:

	Field
	Result

	Activity Only


	Shows all Org Units that the activity code has been posted against.  More than one occurrence indicates coding errors that will need to be corrected.

	Org Unit Only
	Shows all Activities that have been posted against the Org Unit.

	Org Unit and Activity


	Shows only the total of transactions that have been coded to this specific Org Unit/Activity account combination.
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In all the above scenarios, the rest of the account segments are left blank

Please note that if other fields are populated for this template, this query will not return any result.

Appendix 2 – Configuring Inquiry Screens

Oracle Financials screens that have the Open Folder option enabled allow the user to add, delete, rearrange or rename fields.
For the purposes of these Inquiry screens, the user needs to select the icon and select either the Summary Balances or Detail Balances formats by pressing the OK button. 
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To save these formats as the user default, select Folder → Save As, tick ( the Open as Default option and select OK.  
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