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Getting Started

To gain access to GLOW, please fill out the access request form here:
https://wmich.edu/accounting-services/accounting/accounting-forms

All members of the campus community are responsible for complying with university technology policies:
https://wmich.edu/policies/computing-resources-acceptable-use
https://wmich.edu/policies/password

There are several short GLOW training videos if you prefer that method of learning:
https://wmich.edu/accounting-services/accounting/accounting-traininglinks

The AAccounting Manual o is an additional resource to h
https://wmich.edu/accounting-services/accounting/accounting-traininglinks

GLOW is the general ledger in read-only format for use by the campus community. The general ledger is
an electronic record-keeping system where all financial transactions and account balances are stored.

Debits are displayed as positive numbers and credits are displayed as negative numbers.

Expenses and assets are usually debited. A debit to an expense or asset increases the expense or asset.
A debit to a revenue or liability decreases the revenue or liability.

Revenues and liabilities are usually credited. A credit to a revenue or liability increases the revenue or
liability. A credit to an expense or asset decreases the expense or asset.

Contact Accounting Services at acnt-contactus@wmich.edu if you need assistance.

Return to Top
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Log-in to GLOW

To gain access to GLOW, please fill out the access request form here:
https://wmich.edu/accounting-services/accounting/accounting-forms.

Please note that PeopleSoft Financials (GLOW, JES, BES, and DME) is different than PeopleSoft HR
(payroll and employee information). Your internet browser (Chrome, Firefox, Internet Explorer, etc.) will
remember which system you used last and automatically take you back to that system. Therefore, it is
recommended to use a different internet browser for PeopleSoft Financials than you do for PeopleSoft HR.

Go to www.gowmu.wmich.edu and enter your Bronco NetID and password.

Onthe leftsideofthepage, go to My Work, then click the down arrc

() WEesTERN MICHIGAN UNIVERSITY

ET=T S el Alumni Home  Library WMU Life  Sites

o
MOST VISITED A

WMU Employee Security Re-authorization Form

PeopleSoft Financials (Requires VPN if off-campus)
Data Access documentation
Request Banner Admin Pages Access

Request Cognos, DegreeWorks or ImageMNow Access

ALL LINKS

[ p]
4!
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Click the down arrow next to AAdministrative Applicati

ALL LINKS =arch n

Faculty Menu v
Texthook Requisition

Faculty Activity Reporting System

Advizor Menu

(W3]

Degree Works

Search Course Offerings

Student Information Menu

Transfer Credit Equivalency

Campus Labs

Course/lnstructor Evaluation System (Campus Labs)

ALEKS Math Placement test

Data Access Center v
Event Reqistration

Administrative Applications @
Student Employment COnline Transactions

Academic Calendars

Student Affairs Planning & Assessment v

Click the down arrow next to APeopleSoft Administrativi

[Administrative Applications

A J
PeopleSoft Administrative Systems @

Administrative Resources

Click the link for APeopleSoft Financials. 0

[F'enpleSoﬂ Administrative Systems A ]

PeopleSoft Human Resources
| FeopleSoft Financials
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If you see the Payroll tile, your internet browser automatically took you to PeopleSoft HR. Either officially
l og out of PeopleSoft HR by clicking the three dots in

logging in with a different browser.
A @

'

P Il
ayro Help

You should not see the Payroll tile when you log-in to PeopleSoft Financials. What tiles you see depends
on your level of security access.

(W) WESTERN MICHIGAN UNIVERSITY v Employee Self Service

WMU Travel Authorizations

Click on the down arrow next to AEmployee Self Service:t

(W) WESTERN MICHIGANUNIVERSITY ¥ Employee Self Service

WMU Travel Authorizations Employee Self Service

— _
VYIMU Campus Community
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Click on the WMU GLOW tile.

(W) WESTERN MICHIGANUNIVERSITY ¥ WMU Campus Community

WMU JES WMU DME @

B B

Because GLOW is now in PeopleSoft Financials, it will time-out after 20 minutes of inactivity. Simply click
AOKO on the box that pops up to extend your session.

Return to Top
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Log-in to GLOW i Student Employees

To gain access to GLOW, please fill out the access request form here:
https://wmich.edu/accounting-services/accounting/accounting-forms.

Please note that PeopleSoft Financials (GLOW, JES, BES, and DME) is different than PeopleSoft HR
(payroll and employee information). Your internet browser (Chrome, Firefox, Internet Explorer, etc.) will
remember which system you used last and automatically take you back to that system. Therefore, it is
recommended to use a different internet browser for PeopleSoft Financials than you do for PeopleSoft HR.

Go to www.gowmu.wmich.edu and enter your Bronco NetID and password.

On the left side of the page, go to Student Employees, then click thei GL OWo | i nk .

O Menu @ student Home - GewMU X +

{ C 88 8@ gowmuwmich.edu
() WesTerN MicHIGAN UNIVERSITY

LWIGEN I Library WMU Life  Sites

My Self Service =]

MOST VISITED

D353 Accommodate
Viewfupdate My Personal Information

ALL LINKS 3 n

I

Student Employees =]

Set up and configure VPN
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If you see the Payroll tile, your internet browser automatically took you to PeopleSoft HR. Either officially
log out of PeopleSoft HR by clickingthet hr ee dots in the upper right corner

logging in with a different browser.
A @

'

P Il
ayro Help

You should not see the Payroll tile when you log-in to PeopleSoft Financials. What tiles you see depends
on your level of security access.

(W) WESTERN MICHIGAN UNIVERSITY v Employee Self Service

WMU Travel Authorizations

Click on the down arrow next to AEmployee Self Service:t

(W) WESTERN MICHIGANUNIVERSITY ¥ Employee Self Service

WMU Travel Authorizations Employee Self Service

— _
VYIMU Campus Community
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Click on the WMU GLOW tile.

(W) WESTERN MICHIGANUNIVERSITY ¥ WMU Campus Community

WMU JES WMU DME @

B B

Because GLOW is now in PeopleSoft Financials, it will time-out after 20 minutes of inactivity. Simply click
i OKO o oxthathpeps up to extend your session.

Return to Top
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Printing in GLOW
You will notice that there is no print button in GLOW.

GLOW contains historical transaction detail which will always be available for retrieval at a later date. If
you need to save support for your documentation, there are a couple of options available to you.

You can take a screen shot using the Snipping Tool:

©¢ Snipping Toal - *
f:g New m Mode ~ ‘-’ Delay ~ x L Options
Select the snip mode using the Mode button or click the New .@.
butten,

Shipping Tool is moving...

You can export your search resuld sRdouletxx@® | b btyt @l i @rk i an
pages.

GLOW Summary
¥ Search
Dates Funds/Departments Accounts
@® Specific Fiscal Year ® Specific Fund/Department ® All Accounts

(U Customized Period Range () Customize Dept Range O Specific Acct Type(s)
O Specify up to 18 Depts O Customize Acct Range
O Specify VP/Coll and Func/Prog O Specify up to six Accts
Fiscal Year 2022 @ O Specific Project ID
Ledger Activity Search

Fund |11 Q. Dept 6411200 Q
0 All Ledgers Download Results
U Specific Ledger(s)

A CSV file will open in excel which you can save on your computer. You can expand cell B1 to see your
search criteria.

A B C D E F G H
Selection Criteria

Fiscal Year: 2022
Fund/Department: 11-6411200
Accounts: ALL

1 Ledgers: ALL

2

3 |Account Booked Budget Adjusted Budget Actuals Commitments Dept Encumb Closing Balance
4 FiDept: Bus Operations-

5 3211 Administrative Staff 301,556.00 307.587.00 173,589.58  133,997.42 0 0
6 3511 Regular Student 7.498.00 7.498.00 0 0 0 7.498.00
7 3911 Soc Sec (FICAWMU Share 23.069.00 23,531.00 13,279.58 10,251.42 0 0
8 3912 TIAA/CREF&MPSERF Retirement 50.,812.00 51,828.00 29,249.89 22.578.11 0 0
9 3927 Fringe Benefits 91.975.00 93,8615.00 52,505.09 41,309.91 0 0
10 |7 Compensation Subtotal 474,910.00 484,259.00 268,624.14  208,136.86 0 7.498.00

Return to Top
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Summary Balance and Account 9200

The ASummar y B alcambe thaughi ohas tBd c@¥Wbalance for each department. If the

AiSummary Balanceo is a credit (negative), then you hav
Balance is a debit (positive), then the department is in deficit, and funds need to be transferred to fund the

deficit by 6/30.

The following department has a deficit because the ASuU]

Summary Info

Q 1-28 of 28[V]
Booked Adjusted Commit- Dept Closing
Account Budget Budget Aciuals ments Encumb Balance
Net Revenue/Expenses Subtotal 0.00 0.00 6,086.14 0.00 0.00 -6,088.14
2 9200 Fund Balance July 1 0.00 0.00 3,310.76 0.00 0.00 -3,310.76

SUMMARY BALANCE 0.00 0.00 9.398.90 0.00 0.00 -9,398.90

Some departments keep their fiSummary Balanced from one
the prior year becomes the fFund Balance July 16(account 9200) in the current year.

Departments in the foll owing f unedSchaamshigs (2f),desigaated t hei r
Funds (23-24), Grants and Contracts (25-30), Student Loan Funds (31), Annuity and Life Income (32),

some Auxiliary (41-47), Agency and Trust (51-52), Foundations (54 & 56), Insurance & Benefits (55), and

Plant Funds (61-65)

Summary Compare Info

Q 122 of 22[ v
Actuals Actuals Actuals
Acceunt 2022 2021 2020
FEEE Net Revenue/Expenses Subtotal 2.281.04 -3,092 .66 493 87
B 9200 Fund Balance July 1 -4,165.49 1,072.83 -1,566.70
SUMMARY BALANCE -1,884.45 -4,165.49 1,072.83
For other departments, the ASummary Balanced gets swer

Bal ance Jul y i3%nmotdsplayed O GILOW).i ¢ h

Departments in the following funds d&enara Fund (dl)dnd f or war d
some Auxiliary (41-47)

Summary Compare Info

Q, 1-52 of 52[v|
Actuals Actuals Actuals
Account 2022 2021 2020
s Net Revenue/Expenses Subtotal 47504117 609,965.79 865,699.96
i SUMMARY BALANCE 475,041.17 609,965.79 865,699.96
Return to Top
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Menu Options

Navigate GLOW by selecting a menu option on the left side of the screen. You can click on the blue box
with the two vertical lines to hide the menu.

I Messages

f] Summary

f] Detail

f— Summary Compare
F| Budget Summary
[ JES/BES/DME

f Funds

| Departments

F] Accounts

& Purchase Orders
F— POs by Funds/Depts
F| Vouchers

i1 GLOW Gold

WMU GLOW A I @
GLOW Messages from the Accounting Department

Training Links
Monthly Close Schedules
Accounting Forms and Documents

You can find the GLOW user manual and training videos by clicking "Training Links" above.
January (period 7 of FY2022) is closed

The process to close fiscal year 2021 and roll forward to fiscal year 2022 has been completed. Roll forward amounts will appear in GLOW on
September 16, 2021. Please remember, roll forwards only appear in summary information and will not be displayed in detail information.

The fiscal year 2021-22 booked budget is now available on GLOW. One-time budget adjustments are now accepted for fiscal year 2021-22
Please remember to enter FY2023 when running permanent budget reports.

on't forget to use the Department Maintained Encumbrance Ledger (DME) to track your upcoming transactions. You may enter encumbrances
n the WMU DME tile in PeopleSoft Financials.

Committed payroll for funds 11 and 42 is included in "Summary Information”. Purchase order information is available in the "Purchase Orders”
page. Commitments at year end for fund 11 will be reflected in your carryforward budgets as memo items against the fiscal year operating
budget.

See http:ffwww.wmich.edu/accounting-services/ for policies and procedures for accounting services (accounting including accounts receivable,
cashiering, facilities and debt planning, and payroll and disbursements)

Reminder: debits are positive numbers and credits are negative numbers. Mormally, expenses have a debit balance and revenues have a credit
balance.

=N

The following pages give information and examples for each menu option.

Return to Top
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Messages
The AMessageo page is the default | anding page.

There are helpful links to training manuals and videos, monthly close schedules, and forms and documents
for Accounting Services.

The message box contains important information from Accounting Services and the Budget Office, such as
what period is closed and when the budget will be uploaded.

WMU GLOW A > @G
GLOW Messages from the Accounting Department

Training Links
Monthly Close Schedules
Accounting Forms and Documents

You can find the GLOW user manual and training videos by clicking "Training Links" above.
January (period 7 of FY2022) is closed.

The process to close fiscal year 2021 and roll forward to fiscal year 2022 has been completed. Roll forward amounts will appear in GLOW on
September 16, 2021. Please remember, roll forwards only appear in summary information and will not be displayed in detail information.

The fiscal year 2021-22 booked budget is now available on GLOW. One-time budget adjustments are now accepted for fiscal year 2021-22.
Please remember to enter FY2023 when running permanent budget reports.

Don't forget to use the Department Maintained Encumbrance Ledger (DME) to track your upcoming transactions. You may enter encumbrances
m on the WMU DME tile in PeopleSoft Financials.

Committed payroll for funds 11 and 42 is included in "Summary Information”. Purchase order information is available in the "Purchase Orders”
page. Commitments at year end for fund 11 will be reflected in your carryforward budgets as memo items against the fiscal year operating
budget.

See http:/f'www.wich.edu/accounting-services/ for policies and procedures for accounting services (accounting including accounts receivable,
cashiering, facilities and debt planning, and payroll and disbursements).

Reminder: debits are positive numbers and credits are negative numbers. Normally, expenses have a debit balance and revenues have a credit
balance.

Return to Top
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Search Criteria
The search criteria box is located at the top of each page.

You can change your criteria on the fly by simply changing your selections at any time and clicking the
AiSearchod button.

After you click the ASearchd button, your results wi

You can collapse the search criteria box at any time by clicking on the downward arrow next to the
orange wora fASearch

Pl ease note that certain boxes, such as the fADepto box.
fund i n the hitkhe tald key do gour keyboard.
GLOW Summary
@earch
Dates Funds/Departments Accounts
@ Specific Fiscal Year @ Specific Fund/Department @ All Accounts
O Customized Period Range O Customize Dept Range O Specific Acct Type(s)
O Specify up to 18 Depts O Customize Acct Range
O Specify VPIColl and Func/Prog O Specify up to six Accts

Fiscal Year | 2022 Q O Specific Project ID

Ledger Activity
Fund Q Dept

@ All Ledgers
O Specific Ledger(s)

Return to Top
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Search Criteria
Dates

The BSummary,0 iSummary Compare,0 and fBudget Summaryd pages have the option to search by
Customized Period Range or Specific Fiscal Year. The fDetailopage has the additional option to search
by Customized Date Range.

Dates

® Customized Period Range
O Specific Fiscal Year
O Customized Date Range

Customized Period Range

Your search results will only display the accounting periods you select. Accounting periods are months

according to our fiscal year, so July is period 1, August is period 2, etc. The selection will default to the

current month. If you wanttoseeyear-to-d at e i nf or mati on, ma@Gle-CaurgeFbowaeblesot
as the first period.

You can click on the magnifying glass in the selection box for assistance.

Dates

@® Customized Period Range

O Specific Fiscal Year
O Customized Date Range

Fizcal YriAcct Period 2022-U0{}-CarryFonvard®

to | 2022-008-February @

Then click on the desired period.

Look Up Fiscal Yr/Acct Period b4

Description | begins with|v| ‘

‘ Search l Clear Cancel Basic Lookup

Search Results

Only the first 300 results can be displayed.

View 100 1-300 of 300ﬂ
A Fiscal Accounting
Lzdrudon Year Period

2022-008-February 2022 8

Page 16



Specific Fiscal Year

Yoursearchresultswi I I  only display the fiscal year you select.
June 30. If the current date is before June 30, you will only see year-to-date information for the current
fiscal year. If you select a prior fiscal year,youwi | | see the entire fiscal yeards

You can click on the magnifying glass in the selection box for assistance.

Dates

C Customized Period Range
@® Specific Fiscal Year |
O Customized Date Range

Fiscal Year 2022@

Then click on the desired fiscal year.

Look Up Fiscal Year X

Fiscal Year | = [v] ‘ |‘ A

‘ Search | Clear Cancel Basic Lookup

Search Results

View 100 1-27 of 27[v]

Fiscal Year

Customized Date Range

Your search results will only display the individual days you select. You can click on the calendar icon in
the selection box for assistance, then click on the desired day.
Dates

O Customized Period Range
O Specific Fiscal Year

® Customized Date Range |

Journal Date From |01/27/2022 @

@@

To 01/27/2022 (=]

Return to Top
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Search Criteria
Funds/Departments

The ASunmaeatyd BUmhary Campgafi88udget S8 haveathe searchpoatipns
pictured below. All options are applicable for one fund at a time, not multiple funds.

Funds/Departments

@® Specific Fund/Department

O Customize Dept Range

O Specify up to 18 Depts

O Specify VPIColl and Func/Prog
O Specific Project ID

Best practice is to always enter the fund first. If you enter an invalid fund and/or department, the selection
box will turn red. The selection box will also turn red if you enter a department that does not go with the
fund you entered.

Specific Fund/Department

Your search results will display one department. After entering the fund number, hit the tab key on your
keyboard to advance to the department number box. You can click on the magnifying glass in the
department number box for assistance if you do not know the department number.

Funds/Departments

| @® Specific Fund/Department

O Customize Dept Range

O Specify up to 18 Depts

O Specify VP/Coll and Func/Prog
O Specific Project ID

Fund |11 Q | Dept @

PeopleSoft is limited to displaying 300 search results. ChangetheiDescr i pti ono option to
clicking on the downward arrow. Then type in a word that you know is in the department description and
click the Search button.

Look Up Dept b4

Department | begins with|v|

Description || contains ﬂ accounting

Search ‘ lear Cancel Basic Lookup

Page 18



The search results will display the department number, the status of the department (active or inactive),
and the department description. Click on the department you want from the search results.

Look Up Dept b4
Department | begins with|v|

Description | contains [V accounting

| Search Clear Cancel Basic Lookup

Search Results

View 100 1-4 of 4[v]

Department Status Description
0180560 Inactive Accounting Dept-Summer Program
6411050 Inactive Accounting-Accounts Payable

6411120 Active  Accounting Statements & Bill

6411200 Active  Bus Operations-Accounting

Customize Dept Range

Your search results will display the sum of a range of departments within a single fund. This is most often
used by Accounting Services when they want to see the results of an entire fund. After entering the fund
number, hit the tab key on your keyboard to advance to the department number box. Note that you will get

a message saying fino matching values were foundo
anyway.

Funds/Departments

O Specific Fund/Department

® Customize Dept Range
O Specify up to 18 Depts
O Specify VP/Coll and Func/Prog
O Specific Project ID

Fund |11 Q | Dept 0000000 Q

to 11 to 9999999 Q

Page 19
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Specify up to 18 Depts

Your search results will display the sum of up to 18 departments within a single fund. This may be helpful
if you are monitoring a few departments and want a high-level overview of how their budgets are doing.
After entering the fund number, hit the tab key on your keyboard to advance to the department number box.
Note that when you input the fund, it will automatically populate for all 18 departments. If you are not
entering 18 department numbers, leave the excess boxes blank.

Funds/Departments

O Specific Fund/Department

O Customize Dept Range

@ Specify up to 18 Depts

O Specify VP/Coll and Func/Prog
O Specific Project ID

Fd1 |11 Q | Dep1 6411200 Q
Fd2 11 Dep2 6411220 Q
Fd3 11 Dep3 Q
Fd4 11 Dep4 Q
Fds 11 Dep5 Q

Specify VP/Coll and Func/Prog

Your search results will display the sum of an entire Vice President, College, Function, or Program within a
single fund. This is helpful if you are monitoring an entire college and want a high-level overview of how its
budget is doing. The VP/College search is only applicable for funds 11-30. The Function/Program search
is applicable for all funds.

To search by VP/College, enter the fund, then hit the tab key on your keyboard to advance to the department
number box. You can click on the magnifying glass for assistance.

Funds/Departments

O Specific Fund/Department

O Customize Dept Range

O Specify up to 18 Depts

@ Specify VP/Coll and Func/Prog
O Specific Project ID

Fund |11 Q
VPICollege | All VPs/Colleges @
Function/Program | -All Functns/Prgms Q

Page 20



The search results will display the vice presidents and colleges. Click on the vice president or college you
want from the search results.

Look Up VP/College X

Vice President/College | begins with|v| ||

| Search Clear Cancel Basic Lookup

Search Results

View 100 1-53 of 53] v|

Vice President/College

All VPs/Colleges

ARTS & SCIENCES

ASSESS UNDERGRAD STU

ASSOC VP ACAD AFFAIR

ASSOC VP STUDENT AFF

To search by Function/Program, enter the fund, then hit the tab key on your keyboard to advance to the
department number box. You can click on the magnifying glass for assistance. Note that if you choose a

fund outside of 11-30, the VP/College option is greyed out.

Funds/Departments
O Specific Fund/Department
(O Customize Dept Range
O Specify up to 18 Depts
| @® Specify VP/Coll and Func/Prog
O Specific Project ID

Fund |43 Q

VPiCollege All VPs/Colleges

Function/Program | .All Functns/Prgms @

Page 21



The search results will display the functions and programs. Click on the function or program you want from
the search results.

Look Up Function/Program X

Function | begins with|v| “

[ Search H Clear H Cancel ‘ Basic Lookup

Search Results
View 100 1-145 of 145[v]
Function

All Functns/Prgms

ACADEMIC SUPPORT

ACCOUNTS RECEIVABLE
ACG GRANT

ADMINISTRATIVE SUFPP

Specify Project ID
Your search results will display the grant in funds 25-30 that you specify by entering its Project ID. You can

click on the magnifying glass for assistance.

Funds/Departments

O Specific Fund/Department

O Customize Dept Range

O Specify up to 18 Depts

(O Specify VPIColl and Func/Prog
| @ specific Project ID |

Project ID @

Return to Top
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Search Criteria
Accounts

The ASummary, 6 fADetail, o ASummary Compare, 0 and fBudge
pictured below.

Accounts
@® All Accounts
O Specific Acct Type(s)
O Customize Acct Range
C Specify up to six Accts

All Accounts
Your search results will display all revenues, expenses, assets, and liabilities.

Accounts

| @® All Accounts |

O Specific Acct Type(s)

O Customize Acct Range
O Specify up to six Accts

Specific Acct Type(s)
Your search results will display your choice of revenues, expenses (payroll, non-payroll, or all), assets,
and/or liabilities. Click the boxes of the types of accounts that you want to see.

Accounts

O All Accounts
® Specific Acct Type(s)

O Customize Acct Range
O Specify up to six Accts

Account Type(s)

[1|Revenue
All Expense
Payroll Expense

Asset
Liability

]
O
[1|Non-payroll Expense
]
]

Page 23



Customize Acct Range

Your search results will display the sum of a specified range of accounts. After entering the first account
number, hit the tab key on your keyboard to advance to the second account number box. You can click the
magnifying glass for assistance if you do not know the account number.

Accounts

O All Accounts
) Specific Acct Type(s)

Customize Acct Range |

i) Specify up to six Accts

Acct ®

to

Peopl eSoft is |Iimited to displaying 300 search
clicking on the downward arrow. Then type in a word that you know is in the account description and click
the Search button.

Look Up Acct x

Account | begins with|v|

Description| contains ﬂ tele

‘@ lear Cancel Basic Lookup

The search results will display the account number, the status of the account (active or inactive), and the
account description. Click on the account you want from the search results.

Look Up Acct x
Account | begins with|v|

Description | contains [V|| tele

| Search ‘ Clear Cancel Basic Lookup

Search Results

View 100 1-12 of 12[V]

Account Status Description

4186 Active | Budget-Telephone

4210 Active | Telephone-General

4211 Active | Telecom-Station Charges
4212 Active | Telecom-Long Distance Charges
4213 Active | Telecom-Local Access Charges

4214 Active | Telecom-Miscellaneous Charges

Page 24
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Specify up to six Accts

Your search results will display up to 6 accounts that you specify. You can click the magnifying glass for
assistance if you do not know the account number. If you are not specifying 6 account numbers, leave the
excess boxes blank.

Accounts

O All Accounts
O Specific Acct Type(s)
) Customize Acct Range
| @ Specify up to six Accts |

Accti @
Acct2 Q
Acct3 Q
Acctd Q
Acctb Q
Q

Acctb

Peopl eSoft is |Iimited to displaying 300 search resul ts
clicking on the downward arrow. Then type in a word that you know is in the account description and click
the Search button.

Look Up Acct x

Account | begins with[v|

Description| contains ﬂ tele

‘@ lear Cancel Basic Lookup
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The search results will display the account number, the status of the account (active or inactive), and the
account description. Click on the account you want from the search results.

Look Up Acct x
Account | begins with|v|

Description | contains tele

| Search | Clear Cancel Basic Lookup

Search Results

View 100 1-12 of 12[v]

Account Status Description

4186 Active | Budget-Telephone

4210 Active | Telephone-General

4211 Active | Telecom-Station Charges
4212 Active | Telecom-Long Distance Charges
4213 Active | Telecom-Local Access Charges

4214 Active | Telecom-Miscellaneous Charges

Return to Top
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Search Criteria
Ledger Activity

The fiSummary, 0 fiDetail, 0 and ABudget Summaryodo pages hayv
Ledger (s). The fAiSummary Compared page has Comparison
section).
Ledger Activity
@ All Ledgers
O Specific Ledger(s)
All Ledgers

Your search results will display all ledgers: Actual, Budget (adjusted), Departmental Maintained
Encumbrance (DME), and Booked (budget).

Ledger Activity

@ All Ledgers
O Specific Ledger(s)

Specific Ledger(s)
Your search results will display your choice of ledger(s). Click the boxes of the ledgers that you want to
see.

Ledger Activity
CAll Ledgers
@® Specific Ledger(s)

Ledger(s)

1| Actuals
[]|Budget
[]|Departmental Encumbrance
[ 1|Booked

Return to Top
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Search Criteria
Comparison Options

The ASummary Compar eodo piawtwo ohttaee yearh & data@ag welb as the adjusted
budget. This is very helpful to assist you in projecting the financial results of the current fiscal year. Simply
click the radio button to view two or three years and check or uncheck the box to view the current year
adjusted budget.

Comparison Options

® Two Years
O Three Years

M Include Current Year Budget

If you choose the current fiscal year, your comparison will be current-year-to-date against the entire fiscal
year for previous years displayed. Itisnotan fAapples to applesd compari son bl
purposes.

If you choose a customized period range, all years presented will display the applicable period range which
isan fAapples to applesd comparison

Return to Top
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Download Results

You can export your search results directly to a CSV
button after your search results are displayed.

GLOW Summary
¥ Search
Dates Funds/Departments Accounts
@ Specific Fiscal Year @® Specific Fund/Department @® All Accounts
(O Customized Period Range O Customize Dept Range O Specific Acct Type(s)
O Specify up to 18 Depts O Customize Acct Range
O Specify VP/Coll and Func/Prog O Specify up to six Accts

Fiscal Year | 2022 Q O Specific Project ID

Ledger Activity Search

Fund |11 Q| pept 6411200 Q
Download Results

A CSV file will open in excel. You can expand cell B1 to see your search criteria.

4 A B Cc D E F G H
Selection Criteria

Fiscal Year: 2022
Fund/Department: 11-6411200
Accounts: ALL

1] Ledgers: ALL

2 -

3 |Account Booked Budget Adjusted Budget Actuals Commitments Dept Encumb Closing Balance

4 | F/Dept: Bus Operations-

5 | 3211 Administrative Staff 301.556.00 307.587.00 173.589.58  133,997.42 0 0

6 | 3511 Regular Student 7.498.00 7.498.00 0 0 0 7.498.00

7| 3911 Soc Sec (FICA}WMU Share 23.069.00 23,531.00 13.279.58 10.251.42 0 0

8 | 3912 TIAA/CREF&MPSERF Retirement 50,812.00 51,828.00 29,249.89 22.578.11 0 0

9 | 3927 Fringe Benefits 91,975.00 93,815.00 52,505.09 41,309.91 0 0

10 === Compensation Subtotal 474.910.00 484,259.00 268.624.14  208,136.86 0 7.498.00
Return to Top
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Summary
The fSummaryo  p allpws you to compare any combination of your booked budget, adjusted budget,
actual activity, and departmental maintained encumbrances (DME) for a selected period of time. This page
should be used to help monitor your budget.

The following screen is displayed by clicking on the "Summary" option from the GLOW menu.

WMU GLOW A @
GLOW Summary
¥ Search
Dates Funds/Departments Accounts
® Specific Fiscal Year ® Specific Fund/Department @® All Accounts
O Customized Period Range O Customize Dept Range O Specific Acct Type(s)
QO Specify up to 18 Depts QO Customize Acct Range
O Specify VPIColl and Func/Prog O Specify up to six Accts

Fiscal Year | 2022 Q O Specific Project ID
Ledger Activity Search

_ Q
@ All Ledgers Fund Dept

O Specific Ledger(s)

The AClosing Balanced in the far right column pictured
subtracting the AActualsodo col umn, the ACommi fibeptsod co
Encumbo (DME) column from the fAAdjusted Budgeto col umn
department has not spent its total annual budget for the time period specified. A negative closing balance

indicates that the department has overspent its total annual budget for the time period specified.

Summary Info

Q 1-1 of 1[v]
Booked Adjusted Commit- Dept Closing
Giccount Budget Budget Actuals ments Encumb Balance
) 0.00 0.00 0.00 0.00 0.00 0.00

Return to Top
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Summary

Example 1
Click on the ASummarydo menu option on the |l eft side of
T Summary
See tSkaech CGriteriad section of this manual for explanations

magnifying glass icon.

Select AiSpecific Fiscal Year , 0 fASpecific Fueadth®epart me
fiscal year as the current fiscal year. Enter your fund, hit the tab key on your keyboard to advance to the
department number box, and enter your department number. Th en c¢ | iSeakhot hheutft on .

GLOW Summary
¥ Search
Dates Funds/Departments Accounts
@® Specific Fiscal Year @® Specific Fund/Department @® All Accounts
O Customized Period Range O Customize Dept Range O Specific Acct Type(s)
O Specify up to 18 Depts O Customize Acct Range
O Specify VPIColl and Func/Prog O Specify up to six Accts

Fiscal Year | 2022 Q O Specific Project ID

Ledger Activity
© All Ledgers Fund |11 Q  Dept 6411200 Q

O Specific Ledger(s)
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The following screen will display your results. Note that the search criteria box has been collapsed by

clicking the arrow next to the orange word fASearch. 0
WMU GLOW A @
GLOW Summary A

@earch

Summary Info

Q 1-32 of 32[v|
Booked Adjusted Commit- Dept Closing
Account Budget Budget Actuals ments Encumb Balance

FiDept: Bus Operations-Accounting, Mgr: Dir Jeff Long
Func/Prog: ADMINISTRATIVE SUFP
VP: VP BUSINESS&FINANCE, VP/Coll: AVP BUSINESS

AND FIN

B 321 Administrative Staff 301,556.00 307,587.00 173,689.58 133,997.42 0.00 0.00
B 351 Regular Student 7,498.00 7.,498.00 0.00 0.00 0.00 7.,498.00
m B 3an Soc Sec (FICA}WMU Share 23,069.00 23,531.00 13,279.58 10,251.42 0.00 0.00
B 3912 TIAA/CREF&MPSERF Retirement 50,812.00 51,828.00 29,249 89 2257811 0.00 0.00
B 3927 Fringe Benefits 91,975.00 93,815.00 52,505.09 41,309.91 0.00 0.00
e Compensation Subtotal 474.910.00 484,259.00 268,624.14 208,136.86 0.00 7.,498.00

B 4160 Budget-Fees/Comp/Contracts 85,036.00 85,036.00 0.00 0.00 0.00 85,036.00
B 4352 Service Contract Expense 0.00 0.00 173,463.83 0.00 0.00 -173,463.83
B 4373 License Fees 0.00 0.00 200.00 0.00 0.00 -200.00
— Fees/Comp/Contracts Subtotal 85,036.00 85,036.00 173,663.83 0.00 0.00 -88,627.83

B 4750 Recruiting-Internal 0.00 0.00 214523 0.00 0.00 -2.145.23
— Miscellaneous/Other Subtotal 0.00 0.00 2,145.23 0.00 0.00 -2,145.23

Subtotals for various expense categories are automatic
the far right column is your remaining budget andisc al cul ated by subtracting the
ACommit mentso column (remaining saboar(i®ME)pacyalodrn ,f ramr
AAdj usted Budgetd col umn. A positi menthaslnotspemitstotalal ance
annual budget for the time period specified. A negative closing balance indicates that the department has

overspent its total annual budget for the time period specified.
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The summary balance (similar to a grand total) for the department is displayed at the bottom of the screen.

.

Q 1-32 of 32[v|
Booked Adjusted Commit- Dept Closing
Atcont Budget Budget Aeuiie ments Encumb Balance

F/Dept: Bus Operations-Accounting, Mgr: Dir Jeff Long
Func/Prog: ADMINISTRATIVE SUPP
VP: VP BUSINESS&FINANCE, VP/Coll: AVP BUSINESS

AND FIN
4190 Budget-Transportation/Travel 6,800.00 6,800.00 0.00 0.00 0.00 6,800.00
i Transportation/Trvl Subtotal 6,800.00 6,800.00 0.00 0.00 0.00 6,800.00
B 4194 Budget-Equipment 4,184.00 4.184.00 0.00 0.00 0.00 4,184.00
— Equipment Subtotal 4.184.00 4.184.00 0.00 0.00 0.00 4.184.00
el Other Expenses Subtotal 125,358.00 125,358.00 18327376 0.00 0.00 -57.915.78
e Total Expenses Subtotal 600,268.00 609,617.00 451,897 90 208,136.86 0.00 -50,417.78
e Net Revenue/Expenses Subtotal 600,268.00 609,617.00 451 897 90 208,135.86 0.00 -50,417.76
= SUMMARY BALANCE 600,268.00 609,617.00 451,897.90 208,136.86 0.00 -50,417.76
v
You may obtain transaction detail for this department by drilling down into the accounts. Drill down by
clickingonthei Get De t toithk Isfidof an acoonnt number.
Booked Adjusted Commit- Dept Closing
Account Budget Budget Actuals ments Encumb Balance
FiDept: Bus Operations-Accounting, Mgr: Dir Jeff Long
Func/Prog: ADMINISTRATIVE SUPP
VP: VP BUSINESS&FINANCE, VP/Coll: AVP BUSINESS
AND FIN
B 4174 Budget-Postage/Freight 797.00 797.00 0.00 0.00 0.00 797.00
4340 Postage 0.00 0.00 4.01 0.00 0.00 4.0
il Postage/Freight Subtotal T797.00 T797.00 4.01 0.00 0.00 792.99

The following screen is displayed after clicking on the icon for 4340 Postage. It summarizes the account
by fiscal year and accounting period. It provides totals by period for all ledgers selected. You can drill
down further by clietkainlgs®@ni aonmtther fMGetf iDsc al year anc

Summary Info By Fiscal Year/Accounting Period

Q 1-5 of 5[v]
Fiscal Ye_ar) . Booked Adjusted Actuals Dept
Accounting Period Budget Budget Encumb
2022-003-September 0.00 0.00 1.40 0.00
B  2022-004-October 0.00 0.00 1.16 0.00
& 2022-006-December 0.00 0.00 0.78 0.00
EE  2022-007-January 0.00 0.00 0.87 0.00
Total 0.00 0.00 4.01 0.00
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The following screen is displayed afterc | i ¢ k i n g 22e083-Segteenbeiiodh. It details the transaction
date, reference number, line description and dollar amount of each transaction in the period chosen. You
ADownl oad Resultso button

can click the
See the ADownl

GLOW Summary

Summary Info Details

Q

Fund Department Account Date

11 6411200 4340 09/07/2021

11 6411200 4340 09/07/2021

]

Return to Top

oad

Journal
Ref#

000000

000000

to

Download Results

1-5 of 5[]

Booked
Budget
FiDept: 11-6411200 Bus Operations-Accounting, Acct:
4340 Postage
Func/Prog: ADMINISTRATIVE SUPP
VP: VP BUSINESS&FINANCE, VPIColl: AVP BUSINESS
AND FIN
UNITED STATES POSTAL SERVICE 0.00
UNITED STATES POSTAL SERVICE 0.00
Fnd/Dept/Acct Total 0.00
Grand Total 0.00
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Click on the fiSummaryodo menu option

7] Summary

See tSkaech Criteriad0 section of t his manu al

magnifying glass icon.

Summary
Example 2

S e | eQustomized Period Range, 0Cusfomize Dept Range, 0

Choose the desired starting and ending months by clicking on the magnifying glass within the selection
boxes. Enter your fund, hit the tab key on your keyboard to advance to the department number box, and

A Al

on the | eft

S

de

of

f od howtomudedheat i ons

I A c cSpegifictLse,digeasd o i

enter your department numbers in the applicable boxes. Select one or more ledgers,th en c 1l i c k

button.

WMU GLOW

GLOW Summary

¥ Search

Dates

O Specific Fiscal Year

® Customized Period Range

Funds/Departments

O Specific Fund/Department

) Customize Dept Range

) Specify up to 18 Depts

Fiscal Yr/Acct Period| | 2022-007-January

to| | 2022-007-January

O Specify VPIColl and Func/Prog

Ledger Activity
C All Ledgers
| ® Specific Ledger(s) |

Ledger(s)
[ Budget

[0 Departmental Encumbrance
[ Booked

The above screen shows that data is being retrieved for January 2022, the 7t period of fiscal year 2022 for

Q O Specific Project ID
Q
Fund| |21 Q. Dept 0000000
to| 21 to 9999999

Accounts

@® All Accounts

O Specific Acct Type(s)
O Customize Acct Range
O Specify up to six Accts

fund 21 departments 0000000 through 9999999. The data is selected for only the actuals ledger.

Page 35

t

he

iSe



The following screen will display your results. Note that the search criteria box has been collapsed by
clicking the arrow next Asmentioeein Example §, gou may clidk oriitSheea r ficGie. to

Det ai |l s0 i c aamacdount nunhber toldelfddwn to fransaction detail.
WMU GLOW
GLOW Summary

@Search

Summary Info

Q 1-21 of 21[v]

Account Actuals

B 101 WMU Agency and Trust -2,182191.71
i Assets/Liabilities Subtotal -2,182,191.71

/770 Grants Federal -7,647,841.24

E 8995 Transfer from WMU Dept -68,036.35
e Total Revenues Subtotal -7, 715,877.59

I B 3192 Graduate Assistants 263057
B 3193 Grad Asst-FICA Eligible 751.56
B 35Mm Regular Student 12,090.70
B 3512 Federal America Reads 100% 3312
B 3513 Federal America Counts 100% 21528
B 391 Soc Sec (FICA)}XWMU Share 57.49
o Compensation Subtotal 15,778.72

It is possible to obtain results for one month, multiple months, or even multiple years. The year shown in
fcustomized period rangeois fiscal year rather than calendar year.

Please note that the results present the sum of the range of departments you entered.

Return to Top
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Summary
Example 3

Click on the fAiSummaryo menu option on the |l eft side of
‘ESummaw

Se e tSkaech Criteriad section of this manual for explanations of each criteria and how to use the
magnifying glass icon.

Select fiSpecific Fiscal Year, o0 ASpecify up to 18 Depts,
fiscal year to the prior fiscal year. Enter your fund, hit the tab key on your keyboard to advance to the

department number box, and enter multiple departments. Click the Actuals and Budget ledgers, then click

the ASearchod button.

The above screen shows that data is being retrieved for fiscal year 2021 (a prior year) for fund 11 and
departments 6411200, 5108680, and 5270390. The data is selected for only the actual and budget ledgers.
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