GLTB Instructions

Usually defaults to current
fiscal year; you can select any
FY, as far back as 1999
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Type "D" to run in detail

Choose date range, or let
default

Click on drill down button,
or select F2 on keyboard
Type "N" to run
report with no

monthly summaries
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Click on Drill Down, or select F2 on
keyboard
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Type "N" for additional
criteria
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select F2 on your keyboard to pick
how to sort your report
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SEARCH RESULTS NAVIGATION +*_FAVORITES 9

No Active Context

W Save All XX Cancel All

Under "GLA.UNIT", type "Y" in the box
to the far right
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SEARCH RESULTS NAVIGATION ==+ _FAVORITES 9

Hlinois'first public universit No Active Context

4/ Save All n X Cancel x XX Cancel All

Required N5 Break - Required
sasrmomeARNCTONTGANTR AR

Select "Save", or F9 on your keyboard

1 || WITH GLA.UN.DEPT = "120"




GLTB Instructions

The GLTB will run to
screen, and a paper report
can be printed.
Additionally, the GLTB can
be imported as an Excel
file. Choose "Y" for that
option.
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SEARCH RESULTS NAVIGATIO +*_FAVORITES
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Keep.Context Openyy J/ Save x A/ Save All H X Cancel x XX Cancel Al

Select "Save", or F9 on your
keyboard
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Windows Internet Explorer @

What do you want to do with
GLTB-DETAIL-17563894.c5v?

From: datatel.illinoisstate.edu

< Open

The file won't be saved automatically.

< Save

2 Save

Cancel

If you chose "Y" for an Excel report,
this screem will appear. Choose
"Save" and save the file to a location
on your computer.
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GLTB Instructions

He@®DRQRMHBRa?v 9 :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Chinski, Steven ~
13
o b Cut Calibri o AN == % SWepTed General - |:=—| iy D %ﬂ X @ 2. AutoSum © %Y i
Pasti B Copy ~ o 00 Conditional F pt Cell Insert [‘JzEllet Fi t mFi”' Sort & Find &
= = = i= 3= H «0
T S 81U D DA S22 €8 Buatue - %0 W ST G e e o
Clipboard ] Font ] Alignment ra MNumber ] Styles Cells Editing A~
- ‘ﬁ GL Account v
| A B C o E F G H I ] K L -
1 |GLAccount GL Description Date  Source Reference Number Description Opening Balance YTD Debits  YTD Credits
2 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 15-Jul PR ‘20150701 PR20150701 Exempt 85396
3 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 31-Jul PR '20150702" PR20150702 Exempt 85396
4 |10400-06-120000000-515100 UNIT: 120000000 - Comptroller's Office 15-Aug PR This is the Excel file of your GLTB. For additional 95649.62
5 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 31-Aug PR steps in how this file can be a useful tool for 83301
6 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 15-5ep PR looki individual d tivit ifi 83301
N 00KINng up Inaiviaual vendor activity, specirtic
7 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 30-5ep PR . . . 83301
2 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 15-0ct PR ObJGCt numbers, flltermg by dates, etc, p'ease call 83301
9 |10400-06-120000000-615100 |UNIT: 120000000 - Comptroller's Office s1octpr | Steve Chinskiat 8-5733 for training. 83301
10 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 15-Nov PR 83301
11 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 30-Nov PR 83301
12 |10400-06-120000000-615100 UNIT: 120000000 - Comptroller's Office 15-Dec PR ZUISIZUL FRZULSLZUL CREMTET 83301
13 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 15-Jul PR ‘20150702 PR20150702 Hourly 2457413
14 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 31-lul PR '20150801" PR20150801 Hourly 26896.14
15 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 15-Aug PR ‘20150802 PR20150802 Hourly 23872.21
16 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 31-Aug PR '20150901" PR20150901 Hourly 255698
17 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 15-5ep PR ‘20150902 PR20150902 Hourly 24102.09
18 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 30-3ep PR '20151001" PR20151001 Hourly 24047 83
19 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 15-0Oct PR ‘20151002 PR20151002 Hourly 2432678
20 |10400-06-120000000-615200 C5 Non-Exempt - Comptroller's Office 31-Oct PR '20151101" PR20151101 Hourly 23803.25
21 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 15-Nov PR ‘20151102 PR20151102 Hourly 21553.15
22 |10400-06-120000000-615200 CS Non-Exempt - Comptroller's Office 30-Nov PR '20151201" PR20151201 Hourly 23466.47
23 |10400-06-120000000-615400 Civil Service Extra Help : Comptroller's Office 15-Aug PR ‘20150802 PR20150802 Hourly 12985
24 |10400-06-120000000-615400 Civil Service Extra Help : Comptroller's Office 31-Aug PR '20150901" PR20150901 Hourly 1663.99
25 |10400-06-120000000-615400 Civil Service Extra Help : Comptroller's Office 15-5ep PR ‘20150902 PR20150902 Hourly 1563 .62
26 |10400-06-120000000-615400 Civil Service Extra Help : Comptroller's Office 30-5ep PR '20151001" PR20151001 Hourly 145797
27 |10400-06-120000000-625000 Student Wages : Comptroller's Office 15-Jul PR ‘20150702 PR20150702 Hourly 2543 .47
28 |10400-06-120000000-625000 Student Wages : Comptroller's Office 31-lul PR '20150801" PR20150801 Hourly 4424 55
29 |10400-06-120000000-625000 Student Wages : Comptroller's Office 15-Aug PR ‘20150802 PR20150802 Hourly 2500.35
30 |10400-06-120000000-625000 Student Wages : Comptroller's Office 31-Aug PR '20150901" PR20150901 Hourly 1288
31 |10400-06-120000000-625000 Student Wages : Comptroller's Office 15-5ep PR ‘20150902 PR20150902 Hourly 213338
32 |10400-06-120000000-625000 Student Wages : Comptroller's Office 30-5ep PR '20151001" PR20151001 Hourly 2635.04
33 |10400-06-120000000-625000 Student Wages : Comptroller's Office 15-Oct PR ‘20151002 PR20151002 Hourly 3101.15
34 |10400-06-120000000-625000 Student Wages : Comptroller's Office 31-Oct PR '20151101" PR20151101 Hourly 31082
35 |10400-06-120000000-625000 Student Wages : Comptroller's Office 15-Nov PR ‘20151102 PR20151102 Hourly 2851 67
36 |10400-06-120000000-625000 Student Wages : Comptroller's Office 30-Nov PR '20151201" PR20151201 Hourly 218544
37 |10400-06-120000000-651803 Tele 15U Tolls & Travel Card : Comptroller's Office 31-lul JE 'J203559" AT & T Toll Charges 312
38 |10400-06-120000000-651803 Tele 15U Tolls & Travel Card : Comptroller's Office 31-Aug JE '1203560" AT & T Toll Charges 312
39 |10400-06-120000000-651803 Tele 15U Tolls & Travel Card : Comptroller's Office 30-5ep JE 'J203561" AT & T Toll Charges 1328
40 |10400-06-120000000-691803 Tele 15U Tolls & Travel Card : Comptroller's Office 31-Oct JE '1203562" AT & T Toll Charges 2.08
41 |10400-06-120000000-691810 Tele 15U Mobile Phone Charges : Comptroller's Office 31-ul JE '1201874' MC/Visa/Disco fees - lun Cellu 1999
47 |10400-06-120000000-691810 Tele 15U Mobile Phone Charges : Comptroller's Office 31-Aug JE '1202077" MC/Visa/Disco fees - Jul Cellu 1999
43 |10400-06-120000000-691810 Tele 15U Mobile Phone Charges : Comptroller's Office 30-5ep JE '1202110' MC/Visa/Disco fees - Aug Cellu 1999 -
GLTB-DETAIL-17563894 ':'B' [ 3




GLTB Instructions

E Ul4.4 - lllinois State University Datatel - [spchins / production] - Windows Internet Explorer

KK < 1] of 71 > |(® saveAs ) ( B ExportPDF ) ( 3& Print Remote

Illimois Etatle Tniversity
12/1€/15 General Ledger Detail Trial Balance Page: 1
For Period 07/01/2015 thru 0&/30/201e
Fiscal Year: 201¢& THIT: 120000000 - Comptroller's Office

Opening Closing
Bef 1o Description Balance Balance

|

10400-0€-120000000-€15100 Civil Service- Exempt : Comptroller's Ofkice

20150701  PRZDIS0T0L Exempt 85, 396.00
20150702 PRZD1S0702 Exempt 85,396.00
20150801  PRZD1S080L Exempt 95, 649. 62
20150802  PRZDIS080Z Exempt 83,301.00
20150801  PRZD1S090L Exempt 83,301.00
20150802  PRZD1S0902 Exempt 83,301.00
20151001  PRZD1S1001 Exempt : " 83,301.00
20151002  PRIDIE100Z Exempt To print, select "Export 83,301.00
20151101  PR2Z0151101 Exempt PDF" 83,301.00
20151102  PRZD151102 Exempt 83,301.00
20151201  PRZD1S1201 Exempt 83,301.00

R

HERERERER

Dec Totals 83,301.00

Totals for 10400-06-120000000-815100 932,545.62 - 932,845%.62

10400-06-120000000-€15200 CS Non-Exempt : Comptroller's Office

]

Jul 15 20150702 PRIO1S0T0Z Hourly 24,574.13
Jul 31 PR 20150801 PRZ0150801 Hourly 26,85%6.14

15 20150802 PRZ0150802 Hourly 22,872.21

31 20150501 PRI0150501 Hourly 25,565.80
Sep 15 20150502 PRI01S050Z Hourly 24,102.0%
Sep 30 20151001 PRZ0151001 Hourly 24,047.83
Qct 15 20151002 PRZD1Z100Z Houxly 24,32€.78
Oct 31 20151101 PRZ0151101 Hourly 23,303.25
How 15 20151102 PRZ015110Z Hourly 21,553.15
Wow 30 20151201 PRID151201 Hourly 23,466.47

BEBEEAER

Hov Totals 45,015.62

Totals for 10400-06-1Z0000000-615200 . 241,311.85 R 241,311.85

10400-0€-1Z0000000-€15400 Civil Service Extra Help : Comptroller's Office

Bug 15 PR 20150802 PRI01S080Z Hourly 1,255%.50
Bug 31 PR 20150301 PRZID150901 Hourly 1,863.53
Sep 15 PR 20150502 PRI01S050Z Hourly 1,563.62
Sep 30 PR 20151001 PRZ0151001 Hourly 1,457.5%7

Sep Totals 3,021.59




GLTB Instructions

/ production] - Windows Internet Explorer

> | (@ saveAs ) (@ ExportPDF ) ({3 Print Remote )

Illimois Etate Oniversity
12/1&/15 General Ledger Detail Trial Balance Page: 1
For Period 07/01/2015 thru 06/30/201&
Fiscal Year: 2016 THIT: 120000000 - Comptroller's Office

Opening Closing
Description Balance Balance

10400-06-120000000-615100 Civil Service- Exempt : Comptroller's Office

15 PR 20150701  PRZ0150701 Exempt 25 33F 00
R 20160702 PRZ0150702 Exempt i H
T CGTEOTR  Srinin ree Double check tl_\at your fc_mt size in
PR 20150802 PR20150802 Exempt 8, and paper orientation in
PR 20150501  PRZ0150501 Exempt
R 20150502 PRZ0150502 Exempt Iandscape.
R 20151001 PRZ0151001 Exempt
PR 20151002  DRZ015100Z Exempt £3,301.00
R 201651101 PRZ0151101 Exempt £3,301.00
R 20161102 PRZO1S 2
R 201651201

Formatiing Options.

Totals for 104004 L 932,849.62
Font: | Courier Fontsize: |8 |

10400-06-120000000-€15200 CS i

15 PR 20150702 PRZ Orientation: () Portrait  (#) Landscape
31 PR 20150801 pRz

15 PR 20150802 PRZ

31 PR 20150501 pR2 .

15 PR 20150902  PRZ Paper Size: | Letter

30 DR 20151001 pRz
15 PR 20151002 PRZ
31 PR 20151101 pR2
15 PR 20151102 PRZ ( Create PDF ) ( Cancel )
30 DR 20151201 pRz

Hov Totals 45,019 62

Totals for 10400-06-12Z0000000-615200 B 241,311.85 B 241,311.85

10400-06-120000000-€15400 Civil Service Extra Help : Comptroller's Office

Bug 15 PR 20150802 PRZ0150802 Hourly 1,299.50
Rug 31 PR 20150501 PRZ0150901 Hourly 1,663.593
Sep 15 PR 20150502 PRZ0150302 Hourly 1,563.62
Sep 30 PR 20151001 PRZ0151001 Hourly 1,457.5%7

Sep Totals 3,021.5%




GLTB Instructions

= datatel.ilinoisstate.edu

Select this icon to print your
GLTB.
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