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

 
 
 

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 
 

 
 
 
 
Select the Standard Enquiries tab from the Workplace Tabs to 
display Standard Enquiries available within the relevant Role. 
 
Click on General Ledger Enquiry. 
 
 
 

 
 
 

 
 

In the Task Pane to the left of the screen, click on 
Transaction Listing 
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Specify the criteria for the transaction listing 

 
 

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. 

 
 

Other Search Criteria 
Many other Search criteria are available within Enquiry Screens.  Additional 
Search Criteria can be activated by selecting the ‘Search’ chevron to display 
additional Search criteria to limit or extract data. 
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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  
 
 
 
 
 

 
 
 
 
 

 
 
 
Select the type of data to be 
retrieved.  In this example, 
the data type being retrieved 
is $PERIODBAL - Period 
Balances. 
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Specify the enquiry 
 
 
 
 
Select the ledger from which the 
transactions are to be 
retrieved 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the 
required 
ledger 
 
 
 

 

Highlight & select 

 
 
 
Select the drilldown pathway to retrieve the data 
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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’. 
 
 
 
 
 
 
Click on the hyperlink on the line item group to drill down to transaction detail 

 
 
 
 
 

 
 
 
 
 
 

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

 
 
 
Define the enquiry by selecting Period 
Balances 
 
 

Specify the source of data by selecting the ledger.  In the example above, the 2006GLAT ledger 
was selected. 
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Nominate the entities to 
enquire upon, in order of drill 
down. 

 
 
 
 
 
 
 
 
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. 

 
 
In this example, 
VCH is criteria 
selected for 
enquiry. 
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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). 

 
 
 
 
 
 
 

 
Perform the Enquiry 

 

 

 

 

The enquiry result is displayed. 

 
 
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. 
 
 


