
Tyler Topic: Account Inquiry 
1) From the Tyler Menu, go to Financials>General Ledger Menu>Inquiries and Reports>Account Inquiry 

 

2) Click on Search and type in the account code you want to look up. For this example, I used 10120100-
8301 (Finance Admin-Office Supplies). Click Accept. 

 

3) This will bring up the budget, revised budget, actuals, encumbrances, etc. for this account code. The 
Actuals (Memo) line is the current year activity. Click on the folder next to this to get the details for what 
makes up this balance. 

 



4) This will bring you to the Account Detail screen which shows all the individual transactions for the 
year. You can sort by any of the columns by clicking on the column name. In this example, it is sorted by 
Effective Date. 

 

5) You can download this as a PDF or Excel using the options at the top of the menu bar.  

 

It will give you an option for either Summary or Detail as the Report Format (this is based on preference 
depending on what report format works best for your needs). 

 

When downloading to Excel, it will you also let you select/deselect the specific fields you want to see. 
Hit Accept to download. 



 

6) Back in the Account Detail screen, you can also double click into any lines to see the details of each 
transaction. The type of transaction is determined by the Source code in the Src column. 

 

For reference, the common Source codes in the Src column are as follows: 

API = Accounts Payable Invoice 
APM = Accounts Payable Modification 
CRP = Cash Receipt Payment 
GNI = General Journal Import 
GEN = General Journal Entry 
GBI = General Billing Invoice 
PRJ = Payroll Journal 
 
For example, I double clicked into a line with the Src code API (Accounts Payable Invoice) to see the 
details of the specific invoice coded to this account code. This will bring up the Invoice Data screen. You 
can also go see the invoice attachment in TCM from this screen by click on the Attach Paperclip icon, or 
who approved the invoice by clicking on the “A” Approvals skittle. 



 

 

7) Back in the main Account Inquiry screen- If you would like to look at the totals for a specific Fund, 
Org, Project, etc. rather than just a single account code, please follow the below instructions. Start back 
at Step 2, and enter the Fund, Org, or Project you want the totals for. In this example, I did the totals for 
anything using Project code 10033. You can also narrow it down using the Type field to see just revenue, 
expenses, etc. 

 

After hitting Accept, it may ask you to confirm you want to see this many records if it is bringing in a 
large amount of data. Hit yes if this comes up. 

This will bring up each individual account code that is using project code 10033. In the bottom left 
corner, it is telling me there are a total of 23 expense account codes within this project. You can use the 
arrows to scroll to the next account code if you wish. 

 



 

To sum the Totals of all expense account codes using this project toegther, hit the “T” Totals skittle. 

 

This sums all the activity together, and then you can continue with Steps 3-6 to see the detailed 
transactions or download to Excel/PDF. 

 

 


