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Finance Intranet – How to use the GL Summary Report 
 

The GL Summary provides a more advanced reporting view to allow users to filter, group and burst summary data.  

When using the Grant Dashboard: 

• Always select a Fiscal Period. 

• Use the Display Account Chartfield checkbox to view account information. 

• For A funds, life to date expenses equal fiscal year to date. 

• For non-A funds, the life to date is the true life of the fund. 

• For grant projects, life to date amounts reflect true life to date expenses. 

• Use the percent sign (%) to pull in additional search values. 

• Remember, you can drill down into any of the expenses including payroll. 

To access the GL Summary report, go to https://www.admin.sc.edu/.  

Navigation: HUB > Finance Intranet > GL Summary 
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2 
In the Search Criteria section, you can search by: 

• Department/Fund, Department/Fund/Account, Operating Unit/Fund/Account, Project, etc. 

• Total, Sub-Total, or Burst 

• Select a Fiscal Period 

You can search by Department, Fund, and Account for fiscal period 1920 February.  Total 2 is selected to Burst, or 

summarize, by Account. 
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3 
The returned data is showing February 2020 F1000 balance information summarized by domestic, foreign, and student 

travel accounts. Click any of the hyperlinks to drill down into the transaction. 

Note: Any totals in the Encumbrance column indicates that there is pending liquidation of travel. 
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4 
You can search by Operating Unit, Fund, and Account for fiscal period Current. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Finance Intranet – How to use the GL Summary Report September  2020 
 

5 
The returned data is showing every expense that has occurred on the entire operating units F-Funds. Click any of the 

hyperlinks to drill down into the transaction. 

Note: Only a sampling of the expense accounts are shown in the screenshot below. 
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You can search by Operating Unit, Fund, and Account and total, organize, the data by Fund (Total 1) and Account (Total 

2) for fiscal period 2021 August. 
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The returned data is showing every expense that has occurred on the entire operating units F-Funds by organized by 

fund and account, providing more detail. Click any of the hyperlinks to drill down into the transaction. 

Note: Only a sampling of the expense accounts are shown in the screenshot below. 

 

 

 

 

 

 

 

 


