
RIT GL to AP Drilldown Check Detail 
1. Sign-on to your Reporting & Inquiry responsibility 
2. Open “Reports” from your Navigator screen. 
 

 
 

3. When the Submit a New Request screen opens, select the “Single Request” 
option and click the “OK” button. 
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4. When the Submit Request screen opens, click on the LOV field located to the 
right of the “Name” field. 

 

 
 
5. When the Report screen comes into view, click on “RIT GL to AP Drilldown 

Check Detail”  Click on the “OK” button. 
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6. The Parameters screen will appear. All the parameters (Period, Vendor, 
Account From & Account To) are optional; therefore you can run the report 
using one or more of these parameters. 

a. After completing the necessary parameter(s), click on the Ok button to 
return to the Submit Request screen. 

 

 
 

7. After making sure that your network printer and desired number of copies have 
been selected, click on the Submit button to generate the report. 
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8. Here is an example of the AP Drilldown Check Detail Report: 
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