GL Account Analysis Report 089
The General Ledger is the operating account for your organization.  The Account Analysis Report will show you the activity for the period you select.
https://my.rutgers.edu [image: a screenshot of the financial management (oracle cloud) orange icon with a logo of a calculator]
This report is a scheduled process, which means you have to set up the parameters.
Click on the following:
[image: A blue square with a white symbol and a hammer] [image: A calendar icon with white text that says scheduled processes]
This will open your screen:
[image: A screenshot of the overview page with schedule new process bolded on a grey button]
Click “Schedule New Process” this will open a selection window:
[image: screenshot of schedule new process screen. underneath the word type with two buttons next to it that say job and job set. button next to job is filled in with blue]
[image: screenshot of schedule new process screen. word type with two buttons next to it that say job and job set. button next to job is filled in with blue. Drop down menu  with search button on bottom pointed to with a large black arrow.]Click on Search

Search for Account Analysis:
[image: screenshot of search and select screen with account analysis in name search bar]
Select your report and click “OK”:
[image: zoomed out screenshot of search and select screen with account analysis in name search bar. line below highlighted in blue says account analysis report under name heading.]
Click OK again:
[image: screenshot of schedule new process screen. underneath the word type with two buttons next to it that say job and job set. button next to job is filled in with blue. Below this is the name bar filled in with account analysis report.]
You will select your search criteria:

[image: A screenshot of the "Process Details" window for submitting an "Account Analysis Report." Parameters include subledger application set to "Assets," ledger set to "Rutgers Ledger," accounting periods from 01-Jul-23 to 01-Jul-23, balance type as actual, encumbrance type left blank, and "Include accounts with no activity" set to "No." Buttons for Process Options, Advanced, Submit, and Cancel are visible at the top.]Select your account filters.
Select your period dates.
Keep as Rutgers Ledger

Subledger must be blank.

To select your filters, click [image: filter logo over three thick lines]
[image: A screenshot of a popped out account window with add fields selected with dropdown menu above with options for account, activity, business line, division, fund type, future, intraunit, location, organization, and unit. Below are buttons that say OK and Cancel.]
You can enter as many filters as you would like.  Example, if you have multiple organization codes, you can list more than one. 
[image: A screenshot of the account window with selections below for unit, division, and organization twice. Below are two rows of buttons.]
Be sure to enter in your data before clicking “OK”
[image: A screenshot of the account window with selections below for unit, division, and organization twice with numbers filled in.]
Once you have data entered, click on “Advanced.”
[image: screenshot of process details page with big black arrow pointing to the advanced button]
When in advance options, click on “+” to add the report.

[image: screenshot of advanced options page on the output tab with big black arrow pointing to green plus sign]
The default will RU GL 089 Account Analysis Report.  
[image: screenshot of zoomed in advanced options page on the output tab ]
You can submit your report-
[image: screenshot of process details screen with big black arrow pointing to the submit button]
It will give you a confirmation number and go back to the main screen.  It will look like nothing is processing.  You will need to click on the refresh icon on the main screen to see your report [image: icon with almost complete circle with arrow on the end]
[image: screenshot of page with account analysis report listed]
Click on you report:
[image: screenshot of output and delivery page with report listed]
Click on XLAAARPT Document1 to get your report:
[image: A screenshot of lines of the report]
Excel will allow you to format your report as you would like to see your activity.
You can also add a pivot table.
The “Filters” can be what you need to see for the month (such as fund type and business line).
The columns can be the “Period” so you can see the total data by month.
The rows can be “Account Description” so you can see the subtotals for each group.
Values can be “Balance” so you can see the monthly charges.  
[image: A screenshot of the report with all data that you can drill down on by selecting specific data]
You can search for any data you want, and if the information seems wrong. You can click on the original sheet to see the activity data. 
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