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To run a query for a department or project, navigate as follows: 
 
Reporting Tools > Query > Query Viewer 
 
Type FSU in the empty box and click on the Search button. 
 
 

 
 
The ‘Find an Existing Query” page will be displayed with all queries that begin with FSU (see list below). 
 
To run a query, select the one you want by clicking on the blue hyper-link for either Run to HTML or Run 
to Excel.  You can also click on Add to Favorites if you want to add this item to your “My Favorites” at the 
top of the menu bar. 
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The four different JRNL queries show the transactions that hit your department or project for Revenue or Expenses depending on 
which query you run.   
 
In the Financials system, all Accounts Payable, Payroll, Accounts Receivable, and Student Finance Journals are summarized.  To 
see detail for Accounts Payable you will need to run the voucher query for either department or project.  For payroll detail, you 
will run either the regular (object 01) or contractual (object 02) queries by either department or project.  For Accounts Receivable 
detail, you will run the Accounts Receivable detail and for Student Finance you would run the Student Finance Revenue or 
Expense detail queries. 

 
 

You will be prompted to fill in the four-digit Fiscal Year and your seven-digit Department Number.  For a 
project you will only be prompted for the seven-digit project number.  After filling in the Fiscal Year and 
your Department/Project Number, click on the OK button. 
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Your results should now be displayed (see example below).  The sample below is from the 
FSU_DEPT_JRNLS_EXP.  Note the lines that say AP Accruals are the summary information from 
Accounts Payable.  To see the breakdown for these, you will need to run the query 
FSU_DEPT_VOUCHERS.  A summary journal from Payroll would say HR Payroll Journal Lines.  To see 
the breakdown for these, you would need to run the query FSU_DEPT_PAYROLL_REG_ACT_DTL_ for 
regular payroll or FSU_DEPT_PAYROLL_CONT_ACT_DTL for contractual payroll. 
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You can save your output to an Excel Spreadsheet or Comma Separated Value (CSV) Text File by clicking 
on the appropriate link.   Available links depend on which way you have chosen to run your query.  If you 
clicked on the query name, you will have the ‘Download to Excel’ link (see below):  
 
 

 
 

 
Please note that only the first 100 rows are returned on the page.  You can click here to see additional rows. 
 
You may also click here to view all rows. 

 
 
 
When you are finished viewing the query, exit the browser page by clicking the “X” in the upper right hand 
corner of the page. 
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