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Example 1: The user wants to look up a cost centre number to find out whether the code is
active and see who the manager is.

Activate the Standard Enquiries tab. —
Standard Enguiries

Click on the GL Chart Account Enquiry function  BL Ehart Account Enguiny

Activate the picklist to select the Chart Name

Chart M arme:*

. Y =] H
In the resulting screen, W= Search: w Retrisve
select the applicable chart e vl |- v [General 2
C96GL. Status w| = W || Active W
Add Criteria Clear Criteria Clear Values Save Criteria Load Criteria »
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Chart Hame | Description Marration Jﬂﬂ
b AR COMNY AR COMVERSIOM AR CONYERSION ‘é
BAME, Bark Chart Bank Chart
[ CAEGL I:}thin General Chart Curtin General Chart iﬂ
CAEGLDAY  Curtin General Chart Curtin General Chart 15
Activate the picklist to select Account Number:™ |
the Account Number Account Structune: - AWM RN -R RS- RN

Open the Search function to begin searching for the code.

e- earch: $ Betrieve

Further reference material can be found at -
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If the cost centre number, or part of it, is KNOWN:

Select “Account Select “Like” to If known, type in the whole
Number” to search search on Account number

for the cost centre Number Otherwise, type as much
number as is known, followed by

the “%” symbol
(Do not include hyphens)

v120300% |
Account Murmber
Account Description
Account Dezcription 2
Short Description
M=k Cenbrs Tmambeal
OR
If the cost centre number, or part of it, is NOT KNOWN:
Select “Account Select “Like” to Type in the name of the
Description” to search on Account cost centre
search for the cost Description If only part of the name is
centre name known, use the “%” symbol
at the start and/or end of
the text
v ART ACAUZ
Account Murber ”
Account D ezcrption
Account Description 2
Short Dezcription
Drata Entrw Control

Further reference material can be found at -
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[ = 5
Click Retrieve to get result, | ¥ H2tieve

The account number details are presented in grid layout.

Look in the Data Entry Control column to see whether the account is Active.
é
il

Accaunt Hurmber Accaunt Description | Shart Dezeription Drata Entry Contral | Linke
b 2020200182855 At Acquisitions Art Acquizition Active 15
[-120202- 007 0-fofid 8 & Art Acquizitions Art Acquizition Active LE_I
P-490202-0038-5 & & &8 Art Acquisitions Ark Acquizition Inactive ‘—’
P-490202-0030- 5 & & At Acquistions At Acquisition Inactive i
200000 8.8 B AL ART ACAUISITIONS  ART ACCUISITION Sbctie -]
[ -1 20300-007 0-8f & & ]AHT ACQUISITIONS  ART :'-‘«EIZJLIISITIEIN < L
F

Click on the Account Number to retrieve the chart account details for this cost centre.

When you are finished reviewing the details, press the close button to exit the form. j, P

Further reference material can be found at -
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