
Query: M_GL_Details_PO  
(How to Drill Expense Details &  Identify PO Numbers and Vendors? ) 

1.      From your Favorites,  go to Query Viewer ( Navigation: Main Menu > Reporting Tools > Query > Query 
Viewer) 
2. Type Name of Query:  M_GL_DETAILS_PO 
3. Click Search. 
4. When listed under Search Results, click on Favorite . (This will be saved  under My Favorite Queries.) 
5. Click on HTML. 
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6.   Type parameters.   You have the option to drill on a single object code (e.g. 4300000 – 4300000) or a range 
(e.g. 4000000 – 7999999). 
7.   Click on View Results. 
8.   If you need to download into excel, click on Excel Spreadsheet. 
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9.     Click on Open. 
10.   When excel opens, hide lines/columns you do not need.   
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11.   Total amount of expenses per query should balance with Expense amount on Budgets Overview Report. 
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= Expenses per query on 
previous page  


