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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 ñAccounting Manualò is an additional resource to help you understand what you are seeing in GLOW: 
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 
 

  

https://wmich.edu/accounting-services/accounting/accounting-forms
https://wmich.edu/policies/computing-resources-acceptable-use
https://wmich.edu/policies/password
https://wmich.edu/accounting-services/accounting/accounting-traininglinks
https://wmich.edu/accounting-services/accounting/accounting-traininglinks
mailto:acnt-contactus@wmich.edu
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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. 
 
On the left side of the page, go to My Work, then click the down arrow next to ñALL LINKS.ò 

 

 
 

  

https://wmich.edu/accounting-services/accounting/accounting-forms
http://www.gowmu.wmich.edu/
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Click the down arrow next to ñAdministrative Applications.ò 
 

 
 
Click the down arrow next to ñPeopleSoft Administrative Systems.ò 
 

 
 

Click the link for ñPeopleSoft Financials.ò 
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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 clicking the three dots in the upper right corner and clicking ñSign Out,ò or try 
logging in with a different browser. 
 

 
  
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. 
 

 
 
Click on the down arrow next to ñEmployee Self Serviceò and select ñWMU Campus Community.ò 
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Click on the WMU GLOW tile. 

 

 
 

Because GLOW is now in PeopleSoft Financials, it will time-out after 20 minutes of inactivity.  Simply click 
ñOKò on the box that pops up to extend your session. 
 
Return to Top 
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Log-in to GLOW ï 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 the ñGLOWò link. 

  

 
  

https://wmich.edu/accounting-services/accounting/accounting-forms
http://www.gowmu.wmich.edu/
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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 clicking the three dots in the upper right corner and clicking ñSign Out,ò or try 
logging in with a different browser. 
 

 
  
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. 
 

 
 
Click on the down arrow next to ñEmployee Self Serviceò and select ñWMU Campus Community.ò 
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Click on the WMU GLOW tile. 

 

 
 

Because GLOW is now in PeopleSoft Financials, it will time-out after 20 minutes of inactivity.  Simply click 
ñOKò on the box that pops 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: 
 

 
 
You can export your search results to excel by clicking on the ñDownload Resultsò button on any of the 
pages. 
 

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

 
 

Return to Top 
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Summary Balance and Account 9200 
 

The ñSummary Balanceò in GLOW can be thought of as the cash balance for each department.  If the 
ñSummary Balanceò is a credit (negative), then you have funds available to spend.  If the ñSummary 
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 ñSummary Balanceò is a debit. 
 

 

 
 
Some departments keep their ñSummary Balanceò from one year to the next.  The ñSummary Balanceò from 
the prior year becomes the ñFund Balance July 1ò (account 9200) in the current year. 
 
Departments in the following funds roll forward their ñSummary Balance:ò Scholarships (21), Designated 
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) 
 

 

 
 
For other departments, the ñSummary Balanceò gets swept clean and they begin the year with a ñFund 
Balance July 1ò of $0 (which is not displayed in GLOW). 
 
Departments in the following funds do not roll forward their ñSummary Balance:ò General Fund (11) and 
some Auxiliary (41-47) 
 

 

 
 
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.  
 

 
 
The following pages give information and examples for each menu option. 
 
Return to Top 
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Messages 
 
The ñMessageò page is the default landing 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. 
 

 

 
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 
ñSearchò button. 
 
After you click the ñSearchò button, your results will be displayed below the search criteria box.   
 
You can collapse the search criteria box at any time by clicking on the downward arrow next to the 
orange word ñSearch.ò 
 
Please note that certain boxes, such as the ñDeptò box, will remain greyed out until you have entered a 
fund in the ñFundò box and hit the tab key on your keyboard. 
 

 
 

 
Return to Top 
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Search Criteria 
Dates 

 
The ñSummary,ò ñSummary Compare,ò and ñBudget Summaryò pages have the option to search by 
Customized Period Range or Specific Fiscal Year.  The ñDetailò page has the additional option to search 
by 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 want to see year-to-date information, make sure to select ñYYYY-000-CarryForwardsò 
as the first period. 
 
You can click on the magnifying glass in the selection box for assistance.  
  

  
 
Then click on the desired period. 
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Specific Fiscal Year  
Your search results will only display the fiscal year you select.  The Universityôs fiscal year is July 1 through 
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, you will see the entire fiscal yearôs results. 
 
You can click on the magnifying glass in the selection box for assistance.  
 

 
Then click on the desired 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. 
 

  
 

Return to Top 
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Search Criteria 
Funds/Departments 

 
The ñSummary,ò ñDetail,ò ñSummary Compare,ò and ñBudget Summaryò pages have the search options 
pictured below.  All options are applicable for one fund at a time, not multiple funds. 
 

 
 

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.  
 

 
 
PeopleSoft is limited to displaying 300 search results.  Change the ñDescriptionò option to ñcontainsò by 
clicking on the downward arrow.  Then type in a word that you know is in the department description and 
click the Search button. 
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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. 
 

 
 

 
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 ñno matching values were foundò for department 9999999.  Click the Search button 
anyway. 
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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. 
 

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

 
 

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

 
 

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.  
 

 
 

Return to Top 
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Search Criteria 
Accounts 

 
The ñSummary,ò ñDetail,ò ñSummary Compare,ò and ñBudget Summaryò pages have the search options 
pictured below. 

 
 

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

 
 
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. 
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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.   
 

 
 

PeopleSoft is limited to displaying 300 search results.  Change the ñDescriptionò option to ñcontainsò by 
clicking on the downward arrow.  Then type in a word that you know is in the account description and click 
the Search button. 

 

  
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. 
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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. 

 
 
PeopleSoft is limited to displaying 300 search results.  Change the ñDescriptionò option to ñcontainsò by 
clicking on the downward arrow.  Then type in a word that you know is in the account description and click 
the Search button. 
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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. 
 

  
 

Return to Top 
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Search Criteria 
Ledger Activity 

 
The ñSummary,ò ñDetail,ò and ñBudget Summaryò pages have the option to search by All Ledgers or Specific 
Ledger(s).  The ñSummary Compareò page has Comparison Options rather than Ledger Activity (see next 
section). 

 
 

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

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

 
 

Return to Top 
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Search Criteria 
Comparison Options 

 
The ñSummary Compareò page has the option to view two or three years of data as well 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. 
 

 
 

If you choose the current fiscal year, your comparison will be current-year-to-date against the entire fiscal 
year for previous years displayed.  It is not an ñapples to applesò comparison but is helpful for projection 
purposes.   
 
If you choose a customized period range, all years presented will display the applicable period range which 
is an ñapples to applesò comparison. 
 
Return to Top 
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Download Results 
 
You can export your search results directly to a CSV file in excel by clicking on the ñDownload Resultsò 
button after your search results are displayed. 
 

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

 
 

Return to Top 
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Summary 
 
The ñSummaryò page allows 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. 
 

 
 

The ñClosing Balanceò in the far right column pictured below is your remaining budget and is calculated by 
subtracting the ñActualsò column, the ñCommitmentsò column (remaining salaried payroll), and the ñDept 
Encumbò (DME) column from the ñAdjusted Budgetò column.  A positive closing balance indicates that the 
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. 
 

 
 
Return to Top 
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Summary 
Example 1 

 
Click on the ñSummaryò menu option on the left side of GLOW. 
 

 
 
See the ñSearch Criteriaò section of this manual for explanations of each criteria and how to use the 
magnifying glass icon. 
 
Select ñSpecific Fiscal Year,ò ñSpecific Fund/Department,ò ñAll Accounts,ò and ñAll Ledgers.ò  Leave the 
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.  Then click the ñSearchò button.   
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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 ñSearch.ò 
 

 
 
Subtotals for various expense categories are automatically calculated for you.  The ñClosing Balanceò in 
the far right column is your remaining budget and is calculated by subtracting the ñActualsò column, the 
ñCommitmentsò column (remaining salaried payroll), and the ñDept Encumbò (DME) column from the 
ñAdjusted Budgetò column.  A positive closing balance indicates that the 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.   
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The summary balance (similar to a grand total) for the department is displayed at the bottom of the screen.   
 

 

 
  
You may obtain transaction detail for this department by drilling down into the accounts.  Drill down by 
clicking on the ñGet Detailsò icon to the left of an account number. 
 

 

 
 
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 clicking on another ñGet Detailsò icon for the fiscal year and accounting period.   
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The following screen is displayed after clicking on the ñ2022-003-Septemberò icon.  It details the transaction 
date, reference number, line description and dollar amount of each transaction in the period chosen.  You 
can click the ñDownload Resultsò button to save the results to excel or click the ñReturnò button to go back.  
See the ñDownload Resultsò section of this manual for more information about that functionality. 
 

 
 
 
Return to Top 
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Summary 
Example 2 

 
Click on the ñSummaryò menu option on the left side of GLOW. 
 

 
 
See the ñSearch Criteriaò section of this manual for explanations of each criteria and how to use the 
magnifying glass icon. 
 
Select ñCustomized Period Range,ò ñCustomize Dept Range,ò ñAll Accounts,ò and ñSpecific Ledgers.ò  
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 
enter your department numbers in the applicable boxes.  Select one or more ledgers, then click the ñSearchò 
button.   

 

 
 
The above screen shows that data is being retrieved for January 2022, the 7th period of fiscal year 2022 for 
fund 21 departments 0000000 through 9999999.  The data is selected for only the actuals ledger. 
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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 ñSearch.ò  As mentioned in Example 1, you may click on the ñGet 
Detailsò icon to the left of an account number to drill down to transaction detail. 
 

 
 
It is possible to obtain results for one month, multiple months, or even multiple years.  The year shown in 
ñcustomized period rangeò is 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 ñSummaryò menu option on the left side of GLOW. 
 

 
 
See the ñSearch Criteriaò section of this manual for explanations of each criteria and how to use the 
magnifying glass icon. 
 
Select ñSpecific Fiscal Year,ò ñSpecify up to 18 Depts,ò ñAll Accounts,ò and ñSpecific Ledgers.ò  Change the 
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 ñSearchò 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. 
 
  


















































































