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Using the General Ledger for
Expenditure and Revenue Reports Job Aid

	Step
	Task

	1
	Use the path: General Ledger/Review Journal/Ledger Data/Ledger.  
· The Ledger screen with the choice of “Find an Existing Value” and “Add a New Value” tabs will appear. 

	2
	The first time you create an Inquiry, select the “Add a New Value” tab.  
· Assign a name (usually your first name) to your Inquiry and click “Add”.

· If you always access the same Inquiry parameters, you can name your Inquiry and access it each time by that name using the “Find an Existing Value” tab.  

	3
	If you try to name the Inquiry with the same name as previously used a message will appear telling you that the value already exists and you can update it or specify a new value.

	4
	Specify criteria.

· Unit is STATE.

· Ledger: MOD_ACCR (Modified Accrual is usually used). 

· Year: Fiscal year 2004-2005 is entered as 2005. 

· From to Period: 1 = July, 12 = June.  (Use to: 998 to include 12 months of the fiscal year plus year end closing.)
· Currency and Stat remains blank.  “Include Balance Forward” and “Include Closing” usually remains unchecked.  Include Adjustment Periods(s) only at the end of the fiscal year.  

· Change Max Rows to a higher number, e.g., 10,000.  Note:  This is critical because if you do not have enough rows selected, only the number selected will be able to be viewed and downloaded into one Excel spreadsheet.




Using the General Ledger for Expenditure and Revenue Reports continued

	5
	Important Note:  The % sign is used as a “wildcard” for searches.  The more information provided, the narrower your results.

Chartfield Criteria:

Account: 
Enter specific account code or use the following wildcards:



4% = All Revenue Accounts


5% = All Expenditure Accounts
Department: OPM% will give all of OPM, or enter Division’s Number

Fund Code:
Enter specific fund code or use %

Special ID:

Enter specific special ID number or use %
Program Code:
Leave blank

Budget Reference: Enter the specific budget reference year.  If left blank, all budget reference years will appear.


	6
	Check or Uncheck the appropriate View boxes based on what information you want to see.  In general, View should be checked for all chartfields.

Cautionary Note:  If an item has been miscoded you will not get the correct information.

	7
	Select SAVE to retain criteria for future search.

After information has been selected, Click on “Ledger Balances” link on the right side of the chart.
Note:  For specific detailed information, you may want to click on the “Ledger Activity” link on the right side of the chart.  Another option is to use the “Sum by Period, Account” to obtain totals.

	8
	Scroll to the top line, right side of the results and hit the Download to Excel icon.  The icon looks like a chart with a red arrow.

Note:  If the number of rows in the results exceeds the number of rows displayed, than you must repeat the download until all data has been displayed.  The result will be separate spread sheets that will then have to be merged together.




Using the General Ledger for Expenditure and Revenue Reports continued

	9
	At the start of the download to Excel, a message box will appear.  Click open and the data will appear in a spread sheet.

	10
	You are now in Excel.  
· Name your file and manipulate data as needed.  
· Delete any columns that are not needed.  
· Formulas to calculate totals will need to be added.  
Remember, that a new Excel spreadsheet is created each time you download the results.
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