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

a4

Functions Documents

Reports

Standard report submission

+ Inguir Top Ten List
1. Account Inguiry

+ Other 2. Requests: Submit

Financial =,

\‘_I

3. When the Submit a New Request screen opens, select the “Single Request”
option and click the “OK” button.

O Submit a Mew Reguest

What type of request do you want to run?

ou to subrmit an individual regquest.

® Hequest Set
This rou to submit a pre-defined set of
r'EEIjl LIBSIS.
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4. When the Submit Request screen opens, click on the LOV field located to the
right of the “Name” field.

Language Settings. .. Debuy Options
=R As Soon as Possible Schedule. ..

At these Times. .

Cormpletion. .

all Output Files

|
Print to _

5. When the Report screen comes into view, click on “RIT GL to AP Drilldown
Check Detail” Click on the “OK” button.

Marme Application
General Ledger- (180 Charn General Le
Journals - General{180 Charn General Le
Program - Publish FSG Report General Le
Program - Run Financial Statement Generator General Le
Encumhbrance Detail Repart Furchasing
TS Chargeback Employee Detail Report RIT GL Cus
TS Chargeback Student Detail Report RIT GL Cus
RIT Account Analysis-(180 Chan RIT GL Cus
RIT GL to AP Drilldown Check Detail RIT GL Cus
RIT Account Analysis - Subledger with AP Subledger

X
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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.

(© submitReques
Run this

PEGERIT GL to AP Drilldown Check Detail

Cperating Unit

DEC-07::01.67000.76950.00.00000.00000:01.67000. 76950.53.00000. 00000

S American English
Language Settings. .. Debuy Options

At these Times...

= e As Soon as Possible Schedule. ..

Upan Completion...

i all Qutput Files

Print to [l =R
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8. Here is an example of the AP Drilldown Check Detail Report:

icrosoft Internet Explorer

File Edit View Favorites Tools  Help

Q- © - =] 2] € ‘ ) search < Favertes )

FoEBLE

Address [{E] hkeps: it 12devbiz. it i _CGLIFNDWRR. exePtemp_id=648700005

19-MAY-08 RIT GL to AP Drilldown Check Detail Page: 1
Accounting Period: DEC-07
Vendor :
From Account: 01.67000.76950.00.00000.00000
To Account: 01.67000.76950.99.00000. 00000
Vendor (Vendor#) site
GL
Check# Check Date Cleared Amount  Period Invoice Nurber Dist Amount  Charge Account
IEON OFFICE SOLUTIONS (301) REMIT PHIL
1140394 17-DEC-07 11-JAN-08 524.23 DEC-07 75007656 169.73  01.67000.76950.25.00000.00000
Total this vendor 169.73
XEROX CORPORATICN (1) POB 827181
1141096 19-DEC-07 26-DEC-07 3,20%4.92 DEC-07 029169299 799.98  01.67000.76950.25.00000.00000
029169302 393.51  01.67000.76950.25.00000.00000
Total this check 1,193.49
Total this vendor 1,193.49
XEROX CORPORATICN (1) POB 527598
1141099 19-DEC-07 O07-JAN-08 12,455.24 DEC-D7 029169356 202.9¢  01.67000.76950.25.00000.00000
029169358 364.0¢ 01.67000.76950.25.00000.00000
Total this check 566.98
Total this vendor 566.98
Report Total 1,930.20
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