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Account Transaction Enquiry – (NML400) 

When carrying out general account enquiries or monthly budget monitoring the Integra Account 

Transaction Enquiry (NML400) screen will allow analysing data and drilling down to detailed transaction 

history e.g. Purchase Invoice  

Path: Navigate>Menus>General Ledger>Enquiries>Account Enquiry (NML400) 

 

(fig.1) 

 Enter From/To GL Account Code 

• The account code consists of 13 characters (First 5 characters = Cost Centre; Last 8 characters = 

Expense Code. 

• The Wildcard for search within Integra is *. If using the wildcard feature, by using the example 

above (fig.1) the cost centre 14-215 (Finance) will retrieve all expense codes. Use  to access 

all/other accounts for selection. 

 Select period range to retrieve data for the required period e.g. 00 – 09 will retrieve data from 

April to December. 

 Select enquiry year e.g. 2021 = Financial Year April 2020 to March 2021. 

 Select Enquiry Group 

• Default Budget/Actual/PO+GRN/Balance 

 

(fig.2) 
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You may want to include additional items within you enquiry by selecting the Configure Transaction 

Display Option. 

 

(fig.3) 

This will allow you to choose additional fields within your enquiry e.g. PO Number 

 

(fig.4) 

 Tick box and click OK after selection. 

 Select Search  
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 Select GL Account Codes or Transactions 

 

GL Account Codes will display information at account level. Transactions will display information at 

detailed transaction level. 

 

(fig.5) 

GL Account Codes level 

 

(fig.6) 

Transactions level 
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(fig.7) 

 Select View and drill down to transaction details. Select Attachments icon to view supporting 

documents e.g. Purchase Invoice if required. 

 

 

 

Reporting 

Most screens within Integra allow you export reports to excel. You can export a report within this 

enquiry screen and others using the following option. 

 Select Export Grid 

 

(fig.8) 

 Select Excel, OK 

 

(fig.9) 

 Select Open or Save 

The following report is created. 
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Excel Screen Data Export 

 

 

(fig.10) 

 


