Helpful Enquiries

1. GO TO THE University Website

of Glasgow
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=3 Global rankings rise for UofG

= Fellowship for School of Engineering head

= University of Glasgow launches Centre for Computing

Science Education

Full listings
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> Tuesday, 22 August

Gravitational Waves

~» Thursday, 21 September

Music in the University Lunchtime Concert Series:

Brodick Quartet

Full listings
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2. Select Services

3. Select Agresso (http://www.gla.ac.uk/services/agresso/)

Services A-/

=¥ CONNECT

AGRESSO

Services A-Z
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= Academic Collaborations Office

= Accommodation Services

= Agresso

Agresso is the University of Glasgow's central finance system. It is administrated, maintained and developed by the Finance Office.

If you have any feedback or questions, please contact the Agresso Support Desk

= Agresso Access

= Online Access Forms

= Training Courses

= Agresso Passwords

=5 Online Manuals

= E-Procurement

= Helpful Enquiries

= Financial Coding

A-Z listings

= Academic units A-Z

= Siaff A-Z

4.Select Helpful Enquiries


http://www.gla.ac.uk/services/agresso/
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HELPFUL ENQUIRIES

Within Agresso, there are a number of enquiries that can be run to find information. The option to run some of these enquiries will
depend on the users access

Enquiries can be run within the Agresso Back-office (client/Agresso5.5) or the Agresso Web Version (front-office)
Training

Please note that we also run monthly enquiries training courses for staff to build their own enquiries on back-office Agresso.
If you wish to book yourself on an enquiries training course, then please e-mail the Agresso support desk: finsup@glasgow.ac.uk

AGRESSO VERSION

Back office enquiries Front office enquiries

Back-Office Enquiries are primarily rulMy purchasing officers, administrators, etc. These enquiries allow Agresso Web version Enquiries are run Using the Agresso Web Version of

the users more options on how to viewlthe results, or export the results to a excel spreadsheet.

5.Select Agrebso Back-Office Enquiries

See below for list of Enquiries available

02 Transaction Details

These enquiries will only show transactional information. Spend is shown as a positive
amounts. Income is shown as negative amount. On the Webpage click on the relevant

enquiry to view where the enquiry is and how to use the enquiry.

= 001 Transaction Subtotal per account code

This enquiry allows the user to enter a Sub-Project code and period range which then
provides a list of transactions subtotalled by Account Code.

= (002 Transaction Subtotal per period

This enquiry allows the user to enter a Sub-Project code and period range which then
provides a list of transactions subtotalled by Period.

= 004 Transaction Subtotal per Research Heading

This enquiry allows the user to enter a Sub-Project code and period range which then

provides a list of transactions subtotalled by Research Headings.

*To run the enquiry again or change the Selection Criteria, click on the

4 binoculars icon


http://t4.gla.ac.uk/terminalfour/SiteManager?ctfn=download&fnno=60&ceid=9052333
http://t4.gla.ac.uk/terminalfour/SiteManager?ctfn=download&fnno=60&ceid=23123663
http://t4.gla.ac.uk/terminalfour/SiteManager?ctfn=download&fnno=60&ceid=18246532
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SUB-PROJECT RELATIONS ENQUIRY

GLB7 : Sub-Project Relations Enquiry

This Enquiry provides a list of Sub-Project codes, the budget holder, approver,
status,activity, Cost Classification, Year to Date or Life to Date,for a cost centre or Sub-

Project.

Sub-Project Balance Enquiries - Management Accounts Enquiries

Go to your personal menu in Agresso:

: Menu L

University of Glasgow

Menu Items

-7 Persenal Menu <

Double click to expand
Select Agresso TOOLKIT

Select 03 — Individual Sub-Project Reporting

=== 03- Individual Project Reporting
U[¥) Portfolio Reporting
Fg] GLET: Sub-Project Relation

=== LTD Folder
¥y PI Report by Budget Holder/CostC Structure(Res)
U[¥ PIRepert by Budget Holder for CVR
El LTD Sub-Project Transaction Querny
g CVR LTD Project Balance Query
©E] LTD PI Sub-Project Balance Querny v3
Fg] LTD Sub-Project Balance Query

=== ¥YTD Folder
¥ General Funds Monthly Report
‘El Y¥TD Sub-Project Transaction Querny
El Y¥TD Sub-Project Transaction Subtetal by Account Qu
T ¥TD Sub-Project Balance Query
Tg] ¥TD Sub-Project Total Budget Query

=== Endowments
& Endowment Sub-Project Capital Plus Rev Balance v3
ﬁa_El Endowment Sub-Project Revenue Only Balance w3
‘El Endowment Revenue Only Sub-Project Transaction v3
Tg] Endowrnent Capital Plus Rev Sub-Project Trans w3

== Donations/Discreticnany
%g] Fundraising/Donations Sub-Project Query
FE] Discretionary Sub- Project Query

There are Enquiries available to check Balances on Sub-Projects. The Management accounts

team within the Finance office has set these up

Using the above GLB7: Sub-Project Relations Enquiry the cost classification should be

checked before running the appropriate enquiry.


http://t4.gla.ac.uk/terminalfour/SiteManager?ctfn=download&fnno=60&ceid=11092240
http://t4.gla.ac.uk/terminalfour/SiteManager?ctfn=download&fnno=60&ceid=11092240
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Ytditd | Cost_class Cost_class(T)

LTD 100 Research - Grants & Contracts

Once you know your cost classification check the spreadsheet given to you along with this
handout to check the Sub-Project classification and the enquiry required to check the Balance
on the Sub-Project. For any queries on your results, please see the spreadsheet for available
contacts.

For all details for using the Agresso Toolkit, please see the following Management Accounts
webpage:
http://www.gla.ac.uk/services/finance/staffsections/managementaccounting/toolkitenquiries/

Any problems running the enquiry or access to Sub-Projects contact the Agresso support desk

(finsup@glasgow.ac.uk)

e To run the enquiry again or change the Selection Criteria, click on the #h

binoculars icon


http://www.gla.ac.uk/services/finance/staffsections/managementaccounting/toolkitenquiries/
mailto:finsup@glasgow.ac.uk
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ENQUIRY RESULT OPTIONS

SUBTOTALS
Agresso allows the user to subtotal and totalling when using enquiries. When subtotals are
included in the enquiries, addition lines tc.) are inserted in the results tab showing
the subtotals.

MsNo | # | tra/iny date | Period | Account | Costc | Project [WE/ Text | Amount

A4 | 9000004252 4164 /31/08/2007 200801 6530 #0205700 41744 0 als: Order Mo 1001681 Line 1 124.55

Zl 200801 124.55
2 |B DP | 5770000%¢4 10|03/09/2007 200802 6530 ¥0Z05700 41744 A5  Blueorange, sONegare for Systems 124.55
3 B AA | 9000004253 4164 |31/08/2007 200802 6530 #0205700 41744 0 |Accruals: Order Mo 124,553
4 |B P3| 2002350267 1|23j08/2007 200802 6210 R0205700 41744 AS  WATER AT WORK 43,06
5 |B P5 | 2002293721 1|25/05/2007 200802 6210 #0205700 41744 AS  WATER AMD CUPS 29.67
6 |B PS5 2002293722 1/23j02]2007 200802 6210 AIZ05700 41744 AS  WATER AND CUPS 3842
pa | 200802 116,15
T |[B P5 | 2002360522 1/09/10/2007 200803 6940 AI205700 41744 AS 2007071211 55,78
Il 200803 85,78
z 326,48

The user can adjust the level of detail shown in the results tab by using the forward and back
video "¢ < » P8y 10ns on the toolbar.

FILTER OPTION
As with any results, it is possible to filter data by grouping “like” data together, though please
note this will exclude all other date. Clicking on a piece of data held on the tablefield and clicking

on the filter k3 icon can filter the data. Click on the binoculars #4 to return to original enquiry.

CANCELLING ENQUIRY

When running a query it is possible to cancel/abort at any time by pressing the ‘Cancel’ button
as illustrated below.

Querying...

Press cancel o abort query

Retrieved 400 rows, ..

Cancel
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EXPORT THE RESULTS INTO A SPREADSHEET

This option allows the user to export all the results of the enquiry into a spreadsheet with the
option to view the subtotals in a spreadsheet.

a.)

Select the report icon i)

The following screen will appear and select Extract (xIs) and OK.

EBX
[a eEDrt =ls

v.. AGRESSO Report Engine

Advanced: = ] [ Cancel

/

Agresso will export the results and open a spreadsheet with the results.

AGRESS0 Report Engine

I ]

Cancel

When the results are in a spreadsheet the user can select if they wish to view the results by
subtotal or all individual transactions.

Click on the subtotal buttons to select how to view the results.

TS N =1 ] =N + | H | | | J | K| L | [l

1 T|1T| TransNo | # |tra!inv date|Period|Account| Costc |Project|TC| Text |Amount

lJ;_I ° 2 1 [BE A4 BO00004252 4164 |31/08/2007 | 200501 5530 WO205700 41744 1 Accruals: Order Mo 1001681 Line 1 124 55
3 |Z1 [u} 200301 124.55

- [ 4 2 |8 DP 5770000964 10/03/09/2007 | 200502 E530 ¥0205700 41744 AS |Blueorange, software for Systerns 124.55

° 5 3 |B A~ BOODD04253 | 4164 31/08/2007 | 2003802 BS30 ¥0205700 41744 D Accruals: Order Mo 1001681 Line 1 -124.55

° 5 (4 |B P5 2002350267 1/23/08/2007 | 200802 5210 HO205700 31744 (A5 WWATER AT WORK 48.06

° 7 [5 |B Ps 2002293721 1 25/05/2007 | 200802 E210 ¥O205700 41744 | AS WATER AND CUPS 2967

° 3 6 |6 P5 2002293722 123022007 | 200802 B210 HO205700 41744 | AS WWATER AND CUPS 35.42

o =1 u} 200802 116.15

[*] 11 |Z21 [u] 200503 85.78
12 | = a (] 326.48
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VIEWING INVOICES (Transactional Enquiries Only)

1. If the transaction has an invoice number the scanned invoice can be viewed by clicking on

the Documents Icon

This will open the fo
1. Click onthe

¥TOBAL - ¥TD Project Ba
Crocuy

= fjilg Library: P1 {Universi
A4~ GL Period {2009
= 4~ Posting Order Iry

llowing screen:
El02 Purchase Invoices Folder

2. Double Click on Invoice to view the Invoice
Ence YTDBAL - ¥TD Project Balance (zoom) Document archive

nent type properties  Create new document From template  Afld existing document

v af Glasgow)
=Y} ;
nice (FOO01E703)

File De

1742AB3A1-4C4A-43a7-913E-267 ...

[Z1 EI0Z Purcha:

= Invoices

=l (% Registered Wurchase_invoices
20 Templates
4~ Posting Order Invoice (F00018703,1)

If blank then no invoice has been scanned against the transaction
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