
Tyler Topic: Account Trial Balance Report 
1) From the Tyler Menu, go to Financials>General Ledger Menu>Inquiries and Reports>Account Trial 
Balance Report. 

  

 

2) The report will have the below options. Fill in the fields according to the below: 

 

Show Detail:  
-Accounts Details (show line individual transactions in an account code) 
-Account and Journal Details (show line individual transactions in an account code as well as 
journal number and hyperlink) 
-Totals Only (totals only, not at transaction level) 
 

Year: Choose relevant fiscal year. 



Starting and Ending Periods: 1 is for July, 2 for August, and so on. 13 is for any accruals/accounting 
entries done at the end of the fiscal year. Choose your month ranges. 

Filter 1: Choose a filter for the report. For example, choosing Fund, will make the Value in the Filter 
Values 1 field be all the funds at the City for selection. 

Filter Values 1: Based on Select above. Multiple filter can be selected or Select All.  

Org: Can be filtered down to specific Org codes or left at Select All or All Organizations. 

Object: Can be filtered down to specific Object codes or left at Select All or All Objects. 

Project: Can be filtered down to specific Project codes or left at Select All or All Projects. 

Account Type: 
 -All Accounts (shows all account types) 
 -Balance Sheet Only (shows only Assets and Liabilities-object codes in the 1000’s to 5000’s) 
 -Expense Accounts (Shows only Expense Accounts-object codes in the 8000’s and 9000’s) 
 -Revenue Accounts (Shows only Revenue Accounts- object codes in the 6000’s and 7000’s) 
 
Include Account with zero balance: Suggested to leave at No. 

Sequence 1, Sequence 2 and Sequence 3: Set these to how you want the report organized (by fund, by 
project, etc). Only the first Sequence is required, the rest are optional. 

Journal Details Start Date & Journal Details End Date: These will default to the first day of the month of 
the Starting Period and last day of the month of the Ending Period, but can be changed. 

Include Hyperlinks: Suggested to leave at Yes. 

3) When these have all been filled out, hit View Report in the top right corner: 

   

These are the parameters I used to run the example report: 

 

This is running the Account Trial Balance for Funds 451 & 452, for only Org codes 45160599 & 45260599, 
all Object codes and all Projects, Expense Accounts only, sorting by Fund, then by Project, for the time 
period from July 2022 to March 2023. 



4) The report will look similar to the below (this is just a portion). Use the below Icon to Export this to 
the desired format (PDF & Excel work the best). 

 

5) Hyperlinks are available to the individual account codes and when clicked, will take you to the 
Account Inquiry screen for this account code. 

 

  



To view additional information about the transactions charged to this account code, click on the Folder 
Icon next to the Actuals (Memo) field under the current fiscal year. 

 

This will take you to the Account Detail screen, where each transaction is listed. Each line can be double 
clicked on to get more details about that individual transaction, including viewing the attachments in 
TCM (if there are any). 

 

For more details on the Account Inquiry screen and how to look at transaction details, See the Account 
Inquiry topic on OTIS. 



6) The journal Hyperlink can also be clicked on for each transaction line to get more information. 

 

This will open the Journal Inquiry/Print screen: 

 

You can also click the “S” Account Inquiry skittle to get back to the screens in Step 5. 

 


