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Inquiry & Reports on Logos 

Inquiry 

Logos has numerous inquiry screens and reports.  Following are instructions on using a couple 

that may be helpful in monitoring budgets and year-to-date expenditures. 

 

When entering a purchase order or paying an invoice, Logos checks availability of funding based 

on account classification.  Each of your accounts is placed into a classification, such as Personal 

Services or Travel and Training. Each of these classifications is represented by a specific series 

of objects codes. For example, Travel and Training is represented by object codes between 

55510 and 55599. When purchasing goods or services, the system performs budget verification 

based on classification. For example, if you have $2,000 available in the Airfare (55520) and 

Mileage (55510) accounts, but are overspent by $500 in the Registration (55540) account, 

purchases will still be processed as funding is available in the overall Travel and Training 

classification. 

 

The inquiry shown below Financial ManagementInquiriesGeneral LedgerG/L 

Organizations is useful to review availability of funds in a budget category. 
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Following is the first inquiry screen displayed.   

 

 
 

While the entire organizational structure is displayed, you only have access to your departmental 

accounts.  Clicking on the  icon beside the appropriate fund, department and cost center will 

expand the account structure so you can drill down and see the list of accounts.   

 

The “Summarization Level” is shown at the Organization level when you first access your 

accounts.  As shown below, year-to-date budget, encumbrances, expenses, remaining balance 

and percent used are displayed. 
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By selecting “Classification” in the “Summarization Level” drop down, balances will be 

displayed based on classification, which is how Logos verifies budget availability. 
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Clicking on the + under any Classification expands the classification to see each object code 

within the budget classification.  Any text in blue indicates further drill down is available. 

 

 
 

By clicking on 53320-Maintenace of Building & Grounds, a summary of results by fiscal month 

is displayed. 
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Clicking on $500.00 displays further details of the transactions comprising the $500 balance. 

 

 
 

Selecting 51-051-0021-53350 under G/L Account displays details about the transaction. 

 

 
Clicking on the “+” will expand any further sections you wish to review.   
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Reports 

 

To access a budget vs. actual report that may be helpful, Financial Management 

ReportsBudgetaryBudget Performance Report 

 

 
 

Different date and sort criteria are available for reports.  Modify settings as desired on the top 

part of the screen.  Make sure the “Include Amounts With Zero Balances” box is checked if you 

want all accounts, regardless of balance, included on your report. 

To generate the report, criteria must be selected for Organization, Accounts and Account 

Classification. 

 

Under Organization, only your departments will be displayed.  Highlight the cost center to 

include on the report and click “>” to select.”>>” selects all. 
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Under Accounts, select which object code(s) to include on the report. 

 

 
Under Account Classification, select which classifications to include on the report.  
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Select print.  In the screen shot below, not much activity has been posted, but you can see what 

data can be accessed on the report.  The report can be printed or exported to excel by clicking on 

the icons at the top of the screen.  If you click on “Send to myReports” in the bottom left, a pdf 

file will be created which can be accessed under myReports. 

 

 


