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ENQUIRIES: Performing Enquiries University of Technology

General
Two types of Enquiries are available in Finance One:
Standard Enquiries and Executive Information Enquiries (EIE)

f— - - e

S ] e S —
Home . EIE - Enquiry &_Standard Enquiri b8 jard Reports  * Cust Hnmec EIE - Enquiry r%andard Enguiries * Standard Reports * Custom Reports
3 i hel 2 il hel h | | retri
&ﬁ Menu List | @ elp | &ﬁ Enqu,ry | @ elp | \lj ome I@cos«e | B clear |// Tieve |
Actions o Perform @ Executive Information Enquiry
@ Standard Enquiries &Y Perform Enquiry Enquiry Definition
Purchase Requisition Detail Enguiry - -
OIS @ Choose an Enguiry Definition

Purchase Order Detail Enguiry
Enguiry Definition

Enquiry Definition: |
®Expand All ©Collapse All SO Find .

Reference Number Enguiry
General Ledger Enguiry

EIE - Enquiry

Document Files Enguiry
Asset Enguiry

Accounts Receivable Enguiry
Accounts Payable Enguiry

r“-ql Yoy Wl g o wl AU s s |

Standard Enquiry

Example #01: Run a Transaction Listing Enquiry to retrieve all transactions in a financial
year to date for enquiry within the specified parameters

| Home " EIE - Enquiry (STandard Enquifies, . Standard F
ﬁf»a Menu List | @) e |

_ Standard Enquiries
Purchase Requisition Detail Enquiry Select the Standard Enquiries tab from the Workplace Tabs to
Purchase Order Detsil Enquiry display Standard Enquiries available within the relevant Role.

Reference Number Enguiry

General Ledger Enguiry

EIE - Enauiry Click on General Ledger Enquiry.
Document Files Enguiry

Aszet Enguiry

Accounts Receivable Enguirny

Accounts Payable Enguiry

Links to other Functions @

In the Task Pane to the left of the screen, click on | % Account Details

Transaction Listing §=- Period Balances

- Tranzaction Listing

Further reference material can be found at -
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Specify the criteria for the transaction listing

Ledager Mame:* 2006GLAT 2006 Actual Ledger
Account Number” | E-100400-@
A consolidated account can also be entered eg 1-0-E@E
(2) Search 3 Retrieve Statug  [All s | [w] Al Periods
° Period + | |Behween | |0 bl =Y b
1 Select the ledger to be used. In the example above, the selected ledger is 2006GLAT,
being the Actual General Ledger transactions for the 2006 financial year.
2 Specify the account number to be used. In the example above E-100400-@ will return
all transactions under the Account Number (Cost Centre number) for Civil Engineering.
3 Specify the period for which data is to be retrieved. In the example above the drop-

down list boxes have been used to specify periods between 0 and 6, which will retrieve
all data up to an including the end of Period 06.

=
, _ —-—
Select Retrieve to perform the enquiry |

The ledger transactions retrieved can be sorted, printed, published or exported to Excel.

s ET Fvo

-~
Date Reference Type Period | Amount [&110] Balanc[ehﬁan; Marrative Account Mumber
£03/2006 10683 APIMY 3 91284 -835,490,90 IPC GLOBAL - STEVE KING SUMDRY ITEMS E-100400-0010-7.. |
2/03/2006 81289 AFINVPO 3 E00.00 -786,286.89 TOOLMART HITACH! IMPACT HAMMER DRIL. E-100400-0010-7.. 1
8/03/2006 81289 APINVPO 3 47727 785,809 62 TOOLMART HITACH! IMPACT HAMMER DRIL. E-100400-0010-7. 1 5]
Other Search Criteria
Many other Search criteria are available within Enquiry Screens. Additional 2 Search
. . . . . y . o b

Search Criteria can be activated by selecting the ‘Search’ chevron to display are
additional Search criteria to limit or extract data.

Ledger Name:* 2007GLAT 2007 GL Actual

Account Mumber:™

A consolidated account can also be entered eg 1-Q-@@(E
PRetrieve  saws: [Al v| [ZAl Periods
| w | like w
Add Criteriza  Clear Criteria Clear Values  Apply to Grid

Further reference material can be found at -
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Executive Information Enquiry

Executive Information Enquiry (EIE) is a powerful enquiry tool.

Example #2:

Using EIE to obtain transaction records for Repairs & Maintenance

expenses in selected financial periods, where the amount of the expense
is $100,000 or more.

Select the EIE tab from
the Workplaces Tabs to
activate the EIE

The first step is to define
the enquiry.

Activate the drop-down

picklist E

:{ EIE - Enquiry %mndard Enquiries \"\Siandard Reports \*\Cmtom Reports \‘-\

Enquiry:

|@hefp |\/bhume|ﬁdose ||§dear |pre'lﬁeve |

s to Perform

srform Enquiry Enquiry Definiion

ons to Display

ry Definition
sand All @ Collapse All 2 Find

@

Choose an Enguiry Definition

Enguiry Definition:

Executive Information Enquiry

ﬁ ‘ @ help ||:E|wfndow3v| B clear |9mﬁeve ‘

Enquiry Definition

@ Search: |

| ¥

o
. -g acolumn header here to group by that column

Enguiry Definition | Description
r

Chart | Criteria Operator | C

Actual Budget Variance AND

St

Funds Available AMD
Period Balances AND
Actusl Budget Variance C96GL AND
EIE COMMITMENTS ~ CS6GL AMD
Lynley'sEIE C96GL

natslie eie C96GL

Period Balances PAL  C96GL AND

& Enguiny Definition (Picklist)

@ | @ help | % winduwsv| B clear | 9 retrieve |

Enquiry Definition

'@) Search: | | gm
Drag a column header here to group by that column p

Enguiry Definition | Dezcription Chart | Criteria Operator | Creat %

b RAEY Actual Budget VW ariance AMND SCOT e
Funds Available AMD SCOT

ZiF’EHIDDBAL Period B alances AMD SCaT ﬂ
Dl Actual Budaget Variance C96GL AMD ACOS lb

| |COmMMIT EIE COMMITMEMTS CI9EGL AMD TECH @
| |PERBALPL Period Balances PEL CI9EGL  AMD TECH @
:W.-’HEILDT.-’-'AX W /Hold Tax Calculation  C96GL OR ALIAN =

Select the type of data to be
retrieved. In this example,
the data type being retrieved
is $PERIODBAL - Period
Balances.

Last updated 04/07/2007

Further reference material can be found at -
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Specify the enquiry

E nquiry Definibon

Chooze an Enguiny Definition

Enquity Defirition: 4PERIDDEAL Q) Peiiod Balances
Select the ledger from which the Parameters for this Definition
transactlons are to be » Pleaze select a Ledger: | @|
retrieved
Ledgers
'lé:" Search: | | @ Retrieve
|Status v| |= v| |.-’-'-.u:ti\fe v|
Add Criteria Clear Criteria Clear Values Save Criteria Load Criteria »
Ledger Mame | Description M arration %
Click on the b 2005GLAT 2008 Actual Ledger 2005 Actual Ledger
required > | 2006GLAT 2006 Actual Ledger 2006 Actual Ledger —
ledger
Conzolidation and Drildown
Mominate below the entities that vou wizh b enguire upon in ordes
[f pou wizh to perform a simple congzolidation without drilldown, seh
entity,
Select the drilldown pathway to retrieve the data Reporting Entities Drefault Drilldown Path

fiYsls B 2.3 Char Line ltem
Aoct_comp_Z2-Detpa Co ranzactions
Aoct_comp_3-Bus Area
Acct_comp_4-Departmt i
Grouped Cost Centres —
Cost Centre &
1zt Char Line [tem

1.2 Char Line Item

All Char Line ltem

kd anager

Fund Type

CAMPUS A )

Highlight & select

Further reference material can be found at -
Last updated 04/07/2007 4 http://finance.curtin.edu.au
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Specify search criteria.
In this example, to select
all line items within the
Repairs & Maintenance,
specify the first three
characters of the line
item as ‘714’

Navigate to the task pane and click ‘Perform

Enquiry’.

Criteria

Critena

123Charlineltem | [ike v| [714 =
Add Criteria Clear Criteria Clear Values

Actions to Pedom

Perfarm Enguin

Click on the hyperlink on the line item group to drill down to transaction detail

Drilldown Path (=)l Period Balances
1.2.3 Char Line ltem Listing
b' 1 where: 1,23 Char Line ltem like Maintenance Minor Mew Works [714]
)'.) Drrilldovar o
| v | Drag a column header here to group by that column
Sub Category Fund ) 1.2,3 Char Line Itemn Total Prds Period 0 Period 1 Period 2
e b 714 - Maintenance & M 3 656,833 0 338 641 1937137
Drganizational Lt —
=
SUE-DEFT /PORTFOLIO
Account Mumber
Commitments E
Transaction Listing
where: 1,23 Char Line Item like Maintenance Minor Mew Warks [714]
and 1,2,3 Char Line [tem = Maintenance bMinor Mew Works [714]
Ledger Mame = 2006GLAT and Period between 0 and 13
All transactions for line @ ... | | % Fotisve

item series ‘714’ for the
selected financial year
and financial periods are
displayed.

Last updated 04/07/2007

Drag a column header here to group by that column

Date Reference Type Period Armaunt Exchange Rate | Amount [AUD] Balanc[eAaBn; Narrative Attach
13/06/2006  EJOO4E1 JHL E 0.00 0.000000 21.40 21.40 MNWwE2199- BLD 4.
23/03/2006  JYHEOEE JNL 3 0.0 0.000000 11.00 32.40 SECURED SHRED..
19/06/2006  JYHIE43 JNL E 0.00 0.000000 11.00 43.40 SECURED SHRED..
10/08/2006  EJOT0MD JHL g 0.00 0.000000 11.00 54.40 Management K.Bod.
10/08/2006  EJOTOTD JHL g 0.00 0.000000 11.00 E6.40 Management K. Bod.
4/09/2006 EJoi185 JNL | 0.on 0.000000 11.00 76.40 Management K Bo.
4/NAL200R F.IN11RR ML q nnn N nnnAnn 11nn A7 4N Mananement K Rn
Further reference material can be found at -
5 http://finance.curtin.edu.au
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where: 1,23 Char Line Item ke Maintenance Minor Mew ‘wWorks [714)
and 1,23 Char Line ltem = Maintenance Minor Mew Works [714)

Ledger ame = H00BGLAT and Period between 0 and 13
8 Retrieve

Amaount [4U0) ¥ = o | |100.,000.00 k= ]

)

Add Criterig— Clear Criteria ClearValues  Apply to Grid

Date Reference Type Period Amaunt | Exchange Rate A[HA%USS < Ealanc[iﬁgﬁ Narrative

27/06/2006 Y5949 JHL 6 000 0.000000 16347043 | 16347049 UTEC PORTION M., F-131€
151142006 564356 APINY 1 000 0.000000 147.180.00 | H16E50.43 EXTERMAL PAINTL. F-1371
281142006 EJ0Z083 JHL 1 000 0.000000 145.800.00 %52,450.49 SUR15 DJS Bid 309.. P-513C
2062006 11535 APINY 7 000 0.000000 12365318 | 59210367 R MASSIE P-513
M/2006 000044731 APINVPD 2 00 0.000000 13300000 | 72510367 BLDGS 402 & 407..  R-5201

o=@ E o

[

Click ‘Search’ to
activate criteria
selection boxes

Select Amount
(AUD); where the
amounts are “>="
(greater than or equal
to); $100,000

The transaction list is
refreshed to only
display transactions
where the amounts
are greater than or
equal to $100,000.

Enquiry Using Selection Codes

Selection Codes

Selection Codes can be used to retrieve data based on specific characteristics of the data. For
example, Selection Codes can be used to retrieve all transactions related to stationery expenses

across different departments.

Rather than retrieving the data for each department and then

selecting only the stationery transactions, the Selection Code for stationery expenses can be
utilised to extract the required data in one enquiry, across specified or selected departments.

Selection Codes provide a powerful way to group data. When used in conjunction with Executive
Information Enquiries, Selection Codes enable extraction of specific groups of transactions or

data.

Refer to the QRS — Selection Codes for the current list of Selection Codes used in Finance One.

Enquiry Example Using Selection Codes

Retrieve data on postal, courier and freight charges for the Vice Chancellory.

E nquiry Definibon

Define the enquiry by selecting Period
Balances

v

E nguiry D efinition;

Farameters for thiz Definition

2006GLAT

\ 4

Fleaze zelect a Ledger

Chooze an Enguing Drefinitian

SPERIODEA

Period Balances

Specify the source of data by selecting the ledger. In the example above, the 2006 GLAT ledger

was selected.

Last updated 04/07/2007 6

Further reference material can be found at -

http://finance.curtin.edu.au




Ci QUICK REFERENCE SHEET FINANCE ONE

Curtin®

ENQUIRIES: Performing Enquiries University of Technology

Conszolidation and Drilldown

Maominate below the entitiez that wvou wizh to enguire upon in order of drilldown,

) o If you wish to perform a simple consolidation without drilldown, select only one
Nominate the entities to entiky.
enquire upon, in order of drill

Reporting Entities
down.

Drefault Dnlldown Path

Acct comp 1-Divizion [5S
Aoct_comp Z-Detva Co

Organizational Area
Tranzactions

Acch_comp_3-Bus Area

Acct_comp_4-Departrt * tove Lp
Grouped Cogt Centres

Cost Centre £ Miove Down
1zt Char Line [tem

1.2 Char Line [tem

1.2.3 Char Line ltem

Al Char Line ltem

b anager

Fund Type bl

Specify the criteria by which to enquire. In this example, Organisational Area is being used in the
EIE criteria.

Clicking the magnifying glass above activates the drop-down box. Click to select the required
Selection Code.

Criteria

. Criteria
In this example,

VCH is criteria
selected for
enquiry.

Organizational Area

&BS S5EQ Code A
Field of Rezearch
Sub Category Fund

Organizational Area

Clear Values

Last updated 04/07/2007

SEC Qffice of Univ Secre
Sk, Curtine S aramak
THL OFff Dep W C TEL
WCH Wice Chancellory

Qffice of University Secretary

Curtin 5 arawak

Qffice of the Deputy Vice Chancellor TEL
Yice Chancellany

Further reference material can be found at -
http://finance.curtin.edu.au
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One or more additional Search criteria can be added, by clicking ‘Add Criteria’. In this example,
an additional search criteria of ‘Line Item’ has been added. The ‘Between’ criteria have been
used to search for transactions within line items 71801 and 71803 (Postage).

Critenia

Criteria

|Drganisati0nalhlea v| |= v| |\-"EH @|

|Line ltem v | |Between v | |7tem @) [ma0q Q

Add Criteria Clear Criteria Clear Values

: Actions to Perform @
Perform the Enquiry
Perfarmn Enguiny
—_—
The enquiry result is displayed.
Drilldown Path (=l Period Balances
. - Organizational Area Listing
} Drganisational frea where: Organizational Area = Vice Chancellory (WCH] and Line [tem between Postal Charges [F1801] and Freight Costs [71803)
o Diilldoven to:
|Transactions w | Drag a column header here to group by that column
|Total Prds v | | Drganisational Area | Total Prds | Period 0 | Parud‘l | Pariu 2| Pelud 3 \ Period 4 | Peiiod 5 |
|! CH - Vice Chancellory 249,504 0 324 355 1,438 3855 3.704

In this example, the drill-down path to ‘Transactions’ has been selected.

Clicking on the hyperlink under the Organisational Area displays a list of all transactions for the
search criteria specified in the EIE. In this example, ‘Postage’ line items for the Organisational

Area of VCH for all periods were selected.

Drag a column header here to group by that column

Date Reference Type Period ArnaLnt Exchange Rate | Amount [ALUD] BalanciﬁanE M arrative
E/03/2008 JP20549 JNL 3 0.00 0.000000 0.4 046 Courier Charges January 2006:
E/03/2008 JPZ0548 JHL 3 0.00 0.000000 20,0 20.47 Postage Charges Janwany 2008
28/03/2006  JP20849 JHL 4 0.00 0.000000 9.4 29.88 Postage Charges February 200
30/04/2006  EJOOT 38 JHL 4 0.00 0.000000 14.86 44.74 Postage Charges March 2008
Further reference material can be found at -
8 http://finance.curtin.edu.au
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