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Purpose/Use: 
The AHST – GL Account History Inquiry is used to review historical and current financial activity for general 
ledger (GL) accounts. The report supports the following activities: 
 

• Research transaction and invoice details associated with a specific GL account 
• Identify and verify valid GL account codes when the full account string is unknown 
• Review prior and current fiscal year budget, actuals, encumbrances, and available balances, particularly 

during budget preparation  

Process: 
Step 1: Open the AHST – GL Account History Inquiry 

 Use the search function and type in moniker: AHST. Select AHST: GL Account History Inquiry 

 

Step 2: Enter the GL Account Lookup Information 
• If unsure of the full account code: Enter the partial code with “…” between known segments 

• If you know the full code: Enter the complete GL account code directly and skip Step 
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Step 3: Browse Available Accounts 
If a partial GL string was entered, review the list of available accounts displayed. Select the appropriate GL string 
by double-clicking the desired line. 
 
Use the arrow buttons, if needed, to navigate additional pages of GL accounts.  
 

  
 

Step 4: View GL Account Details 
The selected account displays budget, actuals, encumbrances, and remaining available/uncommitted funds for 
all years the GL code has been active. 
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Step 5: Drill into Details 
 Click the page icon next to a data point to view detailed invoice information 
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Step 6: Drill Into Line Item Details 
 Click the page icon for the line you want additional information on.   
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Doing so will show details such as: 

1. Check Number 

2. PO or BO Number 

3. Additional Comments (if any have been entered) 

4. Additional Description Information (by drilling into page icon, and clicking on VIIN – Voucher Item 
Inquiry) 
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