QRG GL 50 — Inquire on Detail Balance

INQUIRE ON DETAIL BALANCE GL
QuicK REFERENCE GUIDE GL-50

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide step-by-step instruction on how to inquire
on detail balances in the North Carolina Financial System (NCFS).

Introduction and Overview

The Inquire on Detail Balances segment allows users to review account balances and the transactions
impacting them within a specific timeframe in the North Carolina Accounting System (NCFS). This Quick
Reference Guide (QRG) also provides instructions on saving frequently used search parameters for easier
access.

Inquire on Detail Balances

To Inquire on Detail Balances in NCFS, please follow the steps below:
1. Login to the NCFS portal with your credentials to access the system.

2. Onthe Home page, click the General Accounting tab and select the General Accounting
Dashboard app.

Good evening, GL Journal Entry Main!

General Accounting [ools Others

QUICK ACTIONS APPS

Manara lanirnale
vianage Journais

Create Journal
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3. On the General Accounting Dashboard page, click the Tasks [|=]] icon and select
Inquire on Detail Balances from the Tasks pane.

[General Accounting Dashboard
4 Recount Moritor

Veww Fomsiv Detach  Account Group None
I

Name Ledger

S}

Funding Source Projest Inter Fund Future 1 Future 2 Future 3

No data to display.

4 Intercompany Transsctions

e A——

User Tip: Users entering this screen for the first time, might have to select
Data Access Set (top left corner) if it does not default to NC Cash US.

=
=
=

4. Enter the desired search parameters then click search.

Data Aecess Set: NC CASH US [Change]

Inquire on Detail Balances

* Scenario | Actual v

4 Search
* Ledger or Ledger Set | NG CASH US | v | * Agency | 1400 | v | * Project | All Project Values | L4 |
* From Accounting Period | Dec-24 | v | * Budget Fund | All Budget Fund Values | v | * Inter Fund | All Inter Fund Values | v |
* To Accounting Period | Dec-24 | - | * Account | 53110000 | - | * Future 1 | All Future 1 Values | - |
* Currency | UsD | v | * Agency Mgmt Unit | All Agency Mgmt Unit Value | v | * Future 2 | All Future 2 Values | v |
* Currency Type |T0ta| | v | * Agency Program |»‘-\Ilﬁtgencg.I Program Values | v | * Future 3 | All Future 3 Values | v |

* Funding Source | All Funding Source Values | w

Note: You can save frequently used searches by clicking save, name the search, and click ok. You
will find your saved search parameter under saved searches on your Inquire on Detail Balances
screen.

=
=
=

User Tip: Data Access Set (top left corner) and Ledger or Ledger Set must
be the same to ensure hyperlinks work in the following steps.
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5. Under your search results, click on the Period Activity (USD) Hyperlink to view additional
transaction details.

Search Results
View v Formatw 52 [’ Detach

| I I || /| Il || I | | | ||

Account Agency Mgmt  Agency Funding Source Project Inter Fund Future 1 Future 2 Future 3 Beginning Balance by pctivity (USD)  Ending Balance (USD)
Unit Program (UsSD)

53110000 1401000 0000000 0000 0000000000 000000 0000 000000 00000 528501 | 439303 I 967804
53110000 1401000 0000000 1000 0000000000 000000 0000 000000 00000 0.00 0.00 0.00
53110000 1402000 0000000 0000 0000000000 000000 0000 000000 00000 0.00 0 000
53110000 1402456 0000000 0000 0000000000 000000 0000 000000 00000 000 000 000
53110000 1408200 0000000 0000 0000000000 000000 0000 000000 00000 000 0.00 000
53110000 1408200 0000000 1000 0000000000 000000 0000 000000 00000 0.00 0 000

Note: If several journals appear under the Search Results, determine the relevant
Accounting Period, and select the Journal associated to that period.

© User Tip: Users can export desired data to Excel by selecting the “Export
= All to Excel [ ] icon.

=

6. The journal information appears, displaying the Journal Batch, Journal Name, and amounts. To
view detailed journal information, click the journal hyperlink.

Data Access Set NG CASHUS

Journal Lines: 1400-102000-53110000-1401000-0000000-0000-0000000000-000000-0000-000000-00000 m

Ledger NG CASH US

Actount Descripion  OFFICE OF THE STATE CONTROLLER.OSG 1000 OFFICE OF STATE CONTROLLER EC 14180.GENERAL OFFICE SUPPLIES-ADMINISTRATION - OSC.DEFAULT AGENCY PROGRAM-UNDESIGNATED-DEFAULT PROJECT-DEFAULT BUDGET FUND-DEFAULT Futus 1.DEFAULT Futurs 2DEFAULT Fuure 3

Il I f | SO

Entered Recounted (USD)
Journal Batch 1 Source Category
Debit  Credit Debit Cradit
yables P S0 a5
ablss B .
s apaties E usp o
24 jables Paymaris vsD 5

Note: You can continue drilling down to retrieve additional information by selecting a
Hyperlink on any item that is blue.

7. Click Done to return to Inquiry on Detail Balances Screen.

[ER -
Journal Lines: 1400-102000-53110000-1401000-0000000-0000-0000000000-000000-0000-000000-00000

et AT CoNTROLLER 05 00 3 74T O TROLLER 5 1105815, 005 7L S5 AN STRATON - 03C0EPALLTAGEVCY SRO3RAA LD LN ST R AT e AT
e 5 [ e 5 o
I ] Il I I | | —)
p s
e Accomtiogone Sore —

CCCCC

......
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8. To save search parameters that are frequently used, from the Inquire on Detail Balances screen
select save.

Data Access Set: NC CASH US [Change]

Inquire on Detail Balances

4 Search
* Ledger or Ledger Set | NC CASH US | - | * Agency | 1400 | - | * Project |AII Project Values | - |
* From Accounting Period | Dec-24 | v | * Budget Fund | All Budget Fund Values | v | * Inter Fund |AII Inter Fund Values | - |
* To Accounting Period | Dec-24 | - | * Account | 53110000 | - | * Future 1 |AII Future 1 Values | - |
* Currency | usD | v | * Agency Mgmt Unit | All Agency Mgmt Unit Valug | v | * Future 2 |AII Future 2 Values | - |
* Currency Type | Total | v | * Agency Program | All Agency Program Values | v | * Future 3 |AII Future 3 Values | v |

* Scenario | Actual v * Funding Source | All Funding Source Values | w

9. Name the search and select OK.

Create Saved Search

* Name ‘ ORG Example

Set as Default

Note: You can check “Set as Default” to save these parameters as your default on the
Inquire on Detail Balances screen.

10. Saved searches appear under the Saved Search dropdown.

Uata Aroess Set NC CASH US [Chanpe]
Inguire on Detail Balances Savid Saarch | ORAFampl v
OHG Ecample
4 Search FY Ing an Cat Bal
— . P
* Lodper or Ledger Set | N CASH L3 - “ Agancy 1400 - “ Projact Al Frajact Valuas - Mot End Tompiae
* From Accounting Perod | Dac-24 - * Audget Fusd A1 Ausgat Fusd Valuas | - ANl Fund Yau
. N Persmakze
o Accounting Pesiod | Dso24 v " ant S115000 |-
" Cumemcy |L\SD - ‘ * Aurney Muml Usit 1 Agency Wyl Uni vaue | v
* Cumency Type |m:| v ‘ * Ageacy Program Al Agency Frogam Vakes | v
* sconario | Achual - * Funding Source | A1 Fundng Sowe Vales | w
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11. To Delete an existing saved search:
1) Inquire on Detail Balances screen
2) Select Personalize under saved search
3) Select the saved search from the dropdown menu

4) Click Delete

Saved Search ‘ QRG Example v‘ m

QRG Example

FY Inq on Det Bal
FY24

Month End Template

Personalize

Personalize Saved Search x

Sawed Searches | QRG Example -

Hll'h!|

Set as Default ||

12. To Edit the naming convention for an existing saved search:
1) Inquire on Detail Balances screen
2) Select Personalize under saved search
3) Select the saved search from the dropdown menu

4) Edit the Name and click OK

Saved Search ‘ QRG Example vl m

Perscnalize Saved Search x
QRG Example
e s

FY Inqg on Det Bal m
Fy24

- )

Set as Default [ |

Personalize IEI

Month End Template
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QRG GL 50 - Inquire on Detail Balance
Note: This does not change your saved parameters, only the naming convention.

13. To Update the parameters on an existing search:
1) Inquire on Detail Balances screen
2) Update your parameters and select Save
3) Name the same as the existing search you are updating

4) Warning pop up — Click OK to override old parameters.

Create Saved Search

‘Warning

£y Warning
A saved search with the name QRG Example already exists. Do you want to replace it?

==

Wrap-Up

Users can review all balances and corresponding transactions (deposits, disbursements, and
transfers) using Inquire on Detail Balances screen. Drilldown functionality allows users to view
additional details including original journals and payments. They can also save search parameters
that are frequently used.

Additional Resources

Instructor Led Training (vILT)

e GL100: Journal Entry
Quick Reference Guides (QRG)

e Cash Availability Report

e GL Inquiry Reviewing Balances in NCFS
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