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1. Double Click on the Phoenix icon on your desktop. 

 
 

 
 
 
2. Enter your Portal username in the Username field. 
 
3. Enter your Portal password in the Password field. 

 
4. Click on the Connect button. 
 

 
 
 
5. Click on TWU Financial System Inquiry 
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A series of windows will begin to open. All 3 Phoenix windows must remain 
open. Windows may be minimized by selecting the minus sign (-) in the upper 
right-hand corner of the window.  Closing these windows will result in 
disconnection from the Phoenix Application.  
 

 
 
 
6. Double Click on Inquiry. 

 
7. Double Click on Account. 
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8. Click in the yellow Accounting Periods From field located in the upper left 
hand corner of the Account Inquiry form.  

 
9. Use the LOV (list of values) in the Accounting Periods From field to select 

the start date for the time period to be queried (ex. Sep-03). 
 
10.  Click on the LOV in the Accounting Period To field and select the end 

date of for the time period to be queried (ex. Jan-04). 
 

11.  Click in the blue Accounts field located in the lower half of the Account 
Inquiry form. 

 

 
 
 
12.  Type the segments of the account number to be queried in the sections 

provided on the Find Accounts form. The High and Low sides must 
correspond, except for the Object field.  

 
13.  Type a capital A in the Object field on the Low side. 

 
14.  Type a capital Z in the Object field on the High side. 
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15.  If the account is a Grant account enter the number in the Grants_Project 
field. If the account is not a Grant account, enter eight zeros in the 
Grants_Project field. 

  
16.  Click the OK button at the bottom of the Find Accounts form. 

 
17.  The Accounts field, in the lower half of the Account Inquiry form, is now 

populated with the various budgets for the account entered. Use the scroll 
bar on the left to view the various budgets. 

 
18.  Click on the budget (ex. M&O, Staff Salaries…) to be viewed. 
 
19.  Click on the Show Journal Details button. 

 

 
 
 
The Journals form is a listing of all journal activity for that specific budget will 
be displayed (i.e. Expenditures).  
 

• There are instructions on how to open an optional custom view for the 
Journals form on page 7&8 of this document. This procedure should be 
performed at this point process, if elected. This is a one time procedure. 

 
20.  To view the details of a transaction (except Journal Imports), select an 

individual transaction by clicking anywhere on the line of its location.  
 
21.  Click on the Drilldown button.  
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22.  A Payables Invoice Accounting form will appear. Click on the Show 
Transaction button. 

 

 
 
 
23.  An Invoices form will appear. Click on the Overview button. 
 

 
 
The Invoice Overview form will appear. This form displays the current status 
and details of the specific transaction, such as the payment activity. 
 

 
 
 
To view another transaction, close the Invoice Overview, Invoices and 
Payables Invoice Accounting forms until the Journals form is in view. Then 
repeat steps 20-23.  
 
To view another budget, close all forms until the Account Inquiry form is in 
view and repeat steps 17-23. 
 
 

 6 



Custom Journal Folder 
 

Follow the steps below to open the optional custom view for the Journals 
form. This is a one time procedure.  
 
1. Click on the Folder menu at the top of the screen. 
 
2. Click on Open. 

 

 
 
3. Select the folder with the Journal Details      JBRISON. 

 
4. Click on the OK button. 
 

 
 
This optional custom view displays a Line Description column that is 
unavailable from the default folder. To permanently change the default view to 
the custom view, complete the following steps. 
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5. Click on the Folder menu. 
 
6. Click on Save As. 

 

 
 
 
7. The Save Folder option will be displayed. Click in the white box to the left 

of Public. This should remove the checkmark.  
 
8. Click on the white box to the left of Open as Default. This will place a 

check mark in the box. 
 
9. Click the OK button. 

 

 
 
 
From this point forward the custom view will be the default view. 
  
Continue with step 19 (pg. 5) to complete the Account Inquiry 
process. 
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