
 

 

 
 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bryn MMawr College: Transaction Detail Query (Financial Eddge Query) 

A Queryy of transactionss is a Financial Edge report thaat gives a detaileed listing of all revenues and exxpenses recorded in an accounnt, department oor 
project ffor a time periodd or date selecteed in the query. 

A templatee Query is available by navigat ing to: 
1. Quuery (select fromm the far left list in gray) 
2. Teemplates & Trainning 

To see all queries availabble in the systemm, make sure that 
the “Only sshow my queriees” checkbox at the bottom of 
the screenn is unchecked. 

From the llist of queries seelect “TEMPLATTE – Dept 
Transactioons” to see transsactions for a d epartment or 
“TEMPLATTE – Project Traansactions” to ssee transactionss 
for a projeect. Double clickk on the query nname to open. 

The systemm will warn you  that you will noot be able to 
make channges to the queery. Acknowledgge the warning 
by clickingg “OK.” 

You should save the querry as your own before making 
further chaanges. 

From the mmenu bar selec t File, Save As. Replace “TEMPLATTE – Dept Transactions” with aa descriptive 
query namme that will help you identify it aat a later date.   

Use the “CCreate in” dropddown list to sele ct General. 

Click the ““Save” button. 
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Bryn MMawr College: Transaction Detail Query (Financial Eddge Query) 

The “Criteeria” tab governss which set of acccounts, 
departmennts, and projectss the query will list. 

The template query criterria are setup to llist transactions 
posted bettween two speccified dates for oone department 
(or projectt). 

Before runnning the query you must modiffy the date 
criteria. FFrom the right-side under “Applyy filters to thesee 
fields” findd and double clicck on “Post datee between…” 
Use the Eddit Field Criteriaa window to make the 
appropriatte date selectionn. “Operator: beetween”, as 
shown in tthe sample to thhe left, will alloww you to select aa 
range of ddates for your quuery. Alternativvely, you may 
change to  “Operator: equuals” in order to select a specificc 
calendar ddate.  Click “OKK.” 

If you plann to use this queery for only one department 
(project), ddouble click “Deept description <<ask>” to modifyy 
the departtment (project). Change to “O pperator: equals” 
and selectt department (project) from the “Value” drop 
down list.  Click “OK.” 

Optional: 
If you needd to narrow youur query criteria further to just 
one accouunt, follow thesee steps: 

1. findd “Account Dist ribution” in the llist on the left off 
thee query window 

2. usee the plus sign tto the left of thee “Account 
Disstribution” head ing to expand thhe section 

3. double click the “AAccount” field too select 
4. usse the Edit Fieldd Criteria windoww to make the 

acccount selection.. 

To removee a criteria item from your querry select it and 
click the “RRemove” buttonn (located in thee dark gray area 
at the botttom of the queryy window). 
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Bryn MMawr College: Transaction Detail Query (Financial Eddge Query) 

No other eediting is neede d; the query is rready to run. 
Click the ““Run” button at tthe bottom of thhe window. 

Results off your query will  appear in the “ Results” tab.  
You may pprint the results or export the daata to Excel to 
reformat oor analyze. 

To print, cclick on the Printt icon or s eelect Print from 
the File meenu. 

To save thhe query resultss in Excel forma t click on the 
“Export to Excel” button (located in the d ark gray area inn 
the middlee of the query wwindow). 

Next stepss: 
You can uuse the “Favoritees” feature to saave a shortcut too 
your new qquery on your FFinancial Edge hhome page. 
From yourr query window menu bar selecct Favorites, Addd 
to Favoritees. Use the “Crreate in” dropdoown list to selectt 
Home Pagges, General Leedger. 

Next time you open Finanncial Edge, you will be able to 
open this qquery from the home page. Beefore clicking the 
“Run” buttton to run the quuery, you shouldd review and, if 
needed, aadjust the date pparameters on thhe “Criteria” tabb. 
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