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Activity #1 - How to: Run a Trial Balance 

Navigation: General Ledger, General Reports, Trial Balance 

Refer to: GL2 Training Guide; Trial Balance 

1. Enter a Run Control ID: Trial_Bal_XXX (xxx your initials) 

2. Enter the following parameters: 

  

3. Go to Process Monitor and Report Manager to get report. 

What are the totals for Fund 01 Resource 0000000?  

Debits_____________ Credits ____________ 

 

Challenge Question 

What are the totals for Fund 01 Resource 9999000? 

Debits_____________ Credits ____________ 
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Activity #2 How to apply: Running a Query to get monthly transactions 

Refer to: GL2 Training Guide, Query Reports  

Navigation: Reporting Tools, Query, Query Viewer 

1. Run Query FAR_GL_JOURNAL, click on Excel 

2. Enter parameters:  

  

3. Click the .xls download file 

Find a journal that was posted to resource 9999000. What is the Journal ID? 

____________________ 

 

 

Activity #3 - How to: Create an Inquiry to see balance of Suspense 7999000 

1. Open a new Window 

2. Go to: General Ledger, Review Financial Information, Ledger 

3. Click Add a New Value tab 

4. Enter Inquiry Name: Suspense_XXX (your initials) 

5. Click add 
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6. Use the following parameters: 

 

7. Click Save 

8. Click Search 

9. Click the “Period” header to sort in descending order: 

 

10. What was the YTD Balance at the end of Period 9 for Fund 01?________________ 
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11. Click on Activity Link for Period 9. What is the description for on of the Suspense Journals? 

______________________________________________________________ 

 

 

Wrap up:  

After class reviews these reports, leave one tab open. Close additional tabs so you don’t get timed out. 


