
GL END User Inquiry Functions- Journals 
 
Actual, encumbrance, or budget OGL batch can be viewed through the Administrative 
System’s Journal Entry Inquiry window.   
 
 
UAB GL End User→Inquiry→Journals 
    
 
The JOURNAL ENTRY INQUIRY window will resemble the one shown below.  This window 
displays OGL journals of all Balance Types (actual, encumbrance, or budget).  It also 
displays journals of all statuses (posted, unposted, etc.).  
 
Scroll through this list to find a specific journal entry, or subset the list by: 

a. Clicking on the Find icon (the FLASHLIGHT).  This will trigger the Find Journals 
window, which can be used to locate existing Journals using multiple search 
parameters. 
b. Selecting View and then Find from the menu bar.  This will trigger the Find 
Journals window, which can be used to locate existing Journals using multiple 
search parameters. 
c. Conducting a (F11) query directly on this window. 

 
Scenario 1: Using the Find Icon  

 
1. Click on the FLASHLIGHT icon in the icon tool bar. 
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2. The FIND JOURNALS window will appear, which displays the parameters used to 
search for a specific journal.  Use these parameters in any combination to return an 
even more specific list of journals. 

 

 
 

3. Once desired parameters have been entered, click FIND to view the search results. 
 

 
 

Scenario 2: Using the Menu Bar 
 

1. On the menu bar, click VIEW, and then click FIND. 
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2. The FIND JOURNALS window will appear, which displays the parameter used to 

search for a specific journal.  Use these parameters in any combination to return an 
even more specific list of journals. 

3. Once your parameters have been entered, click FIND to view the search results. 
 
Scenario 3: Using the Query Function 
 
Using the F11 key on the keyboard to search for a batch using all available paramenters. 
 

1. Press the F11 key on the keyboard. The fields will change to a different color, 
indicating the query mode.  

 

 
 
2. Type in any known parameter and press CTRL + F11 on the computer keyboard to 

run the query. If only a portion of a parameter is known, use the % symbol to search 
for results that include the known data.  NOTE: The query is case-sensitive! 
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3. If there is a match, search results will appear. If no match is found, a message will be 
displayed at the bottom of the window: “FRM-40301: query caused no records to be 
retrieved. Re-enter.”  

4. To cancel a query, press the F4 key.  
 

Reviewing a Journal Batch 
 

1. Once the journal for review has been located using one of the above three options, 
click once on that row/record (so that it is highlighted in blue). 

2. Click on the REVIEW BATCH button. 
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3. The BATCH window will appear, which displays the batch header of the journal 

selected. 
4. Verify that this is the correct batch. Then click on the JOURNALS button at the bottom 

of the window. 
 

 
  

5. The Journals window will be displayed with the first journal contained in the selected 
batch.  If there is more than one journal within this batch, use the down arrow key on 
your computer keyboard to scroll down to the next journal. 

 

 
 
Important:  If the accounts involved in the journal do not fall within your organization, then 
only the total of debits and credits will be viewable, not the journal line detail. 
 
For instructions on entering journals, click here. Back to top

Created on 10/4/2005   5 

http://www.uab.edu/itdev/adminsystems/documentation/finance/fn_document/doc_entering_gl_journal_entries.pdf

