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Select Financials, General Ledger, Inquiries and Reports, Account inquiry. 

 

 

  



Then select Search.  It will show you all of the accounts that you have access to.  Generally, 
this is restricted by department.  Some Supervisors have the ability to see multiple 
departments (Police Commission, Fire Marshall/OEM, DPW, WPCA, SELECTMEN) 

 

 

 

Once you have selected search, you can then populate information to restrict the number 
of accounts selected.  Generally, I would restrict inquiries by Fund (General Fund is 1005, 
Capital Projects 3000, Capital Improvement 3600, etc.), Account Type (Revenue or 
Expense), Org, or Object.  They can also be combined to really restrict searches.  Wildcards 
(*) also work. 

 

  



Here the response was two (2) accounts. Navigate between them using the left or right 
arrows. 

 

 

 

  



Or click the browse button to view them all in a list format. 

 

 

  



When browsing you can see your accounts in a list format. 

 

 

When you right click on the headers….. 

 

It allows you to customize your view to include up to four years of history. 

 

 

 

  



Most users choose to investigate details by choosing the fiscal year and folder they wish to 
investigate.  In this case, actual expenses.   

 

 

The actual expenses are listed. 

 

 

  



If you double click on the detail, it brings you to the invoice.  If you want the document, click 
the paper clip. 

 

 

 

The content manager opens and shows the details. 

 

 

 



You can also click on encumbrance folder to see the po’s that aƯect the account. 

 

 

 

  



Then select the po you wish to review. 

 

 

 

  



It then opens the PO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


