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Introduction 
 

USL Financials is the University’s financial database system that creates and stores financial 
transactions and records financial transactions from other systems such as Datatel (Student 
registration and billing), ADP (HR/Payroll) and Star Rez (Student Housing), etc. 
 
This procedure manual is intended to provide users with instructions so that they are able to view 
transactional detail recorded in their department accounts. 
 
USL Financials is modular in design with each module being fully integrated with all other applicable 
modules.  Access to the modules will depend on permissions granted to various user groups.   
 
The Main Menu of each module is comprised of three components: 

a) Functions 
b) Topics 
c) Actions 

 
The Functions are Maintenance, Transactions, Processing, Reports and Utilities.  These functions 
are arranged as five horizontal buttons located in the upper part of the screen.  Buttons that are in 
full color indicate the areas to which access has been granted.  Buttons that are “grayed out” cannot 
be accessed.   
 
An enquiry or a report is initiated by selecting a Topic from the left side of the screen and then 
choosing an Action from the right side of the screen.  Actions can be opened by either double 
clicking on the item or by clicking on the OK button.  Any Topic that has an arrow on the right, 
indicates that it has more than one Action to select from.   
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Login and Passwords 
 
Access to USL is provided through a Remote Desktop connection that requires a user name and 
password.  TSC will assign the user name, as well as a generic password, which the user will be 
prompted to change at the time of the initial login.  Once logged into Remote Desktop, a further and 
separate user ID and password will be required to access USL Financials.  This user ID and password 
is assigned by Financial Services and provides the user with rights to a particular range of 
departments and accounts.   
 

1)  To begin, double click on the Remote Desktop icon or select it from All Programs under the 
Start menu.  
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2) In the Computer field enter ‘usl.uwinnipeg.ca’ and then click on the Connect button.  
 

 
 

3) In this screen enter your user name and password as assigned by TSC. You will be prompted 
to change the password to your own unique password. This password must consist of a 
minimum of 8 characters that are both alpha and numeric and both upper and lower case.  
It can also include special characters.  
 

 
 

After the above information has been entered for the first time, that information will become 
the user’s default and will not have to be entered each time.  Only the password will be required 
each time.   
 
Note:  It will take several minutes for the system to login for the first time. 
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4) When the blue screen appears, click on the Start button in the bottom left corner of the 
screen and  choose USL Financials from the list that pops up. 
 

 
 

 
5) The USL Financials main menu will come up.  Click on the module that you wish to access.  

Three different modules are covered in this manual – General Ledger, Purchase Order and 
Control System. 
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6) USL Financials uses the Organization ID to identify the database that you wish to access.  
The ID for the General Operating fund, which is where all of the department’s transactions 
are recorded, is simply UW.  Enter ‘UW’ then press the Enter key or click on the OK button.  
Select Yes on the next screen to confirm the Organization ID. 
 

 
 

 

 
After a user has entered the Organization ID for the first time, that information becomes the 
system default for that user.  That is, for all subsequent logins, simply pressing the Enter key or 
clicking on the OK button, will accept the default. 

 
Some users may also have access to the Trust database.  In that case users will need to switch 
between databases by going out of one and into the other. A user cannot be in two databases at 
one time. The Organization ID for Trust is ‘TR’. 

 
7) After a valid Organization ID has been entered, you will be prompted for your USL user ID 

and password as assigned by Financial Services.  The USL password is a unique password 
associated with each individual USL user ID.  This password provides each user with access 
to various functions within USL Financials. (Note:  The system will automatically enter the 
Server Name) 
 

 
 

After a valid password has been entered, the selected module will open to the module’s Main 
Menu.  
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If an invalid password is entered, the application will indicate this and an opportunity will be 
given to try again.  If the third login attempt fails, the user will be ‘locked out’ of USL and will 
have to contact TSC and request them to ‘unlock’ their USL access.  Passwords are case 
sensitive.  A common mistake in password entry is using the incorrect case.   

 
The process of opening a module will take a minute or two, as it involves an initialization process 
and attaching of various tables.  Subsequent logins to the same module will just take a few 
seconds, as the attaching process is kept in memory.  This will be the case even when logging 
out of USL Financials completely. 
 
To exit USL Financials at any time, you must click on the Exit door button and not on the ‘x’ in 
the bar at the top center of the screen. 
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General Ledger Module 
 

 
 

The General Ledger module can be used to provide departments with access to account information 
at the transactional level.  An example of the type of information available is the monthly General 
Ledger Detail Trial Balance report.  
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General Ledger Detail Trial Balance Reports 
 

The General Ledger Trial Balance report will likely be one of the more frequently used functions 
within USL Financials.  It can be used to determine the current status of a department’s 
spending or to verify that transactions have been recorded in the proper accounts.  As the user 
has date range options, it can also be used for comparative analysis.   

 
1) To generate a General Ledger Detail Trial Balance report, click on the Report button, then 

single click on Trial Balance in the Topics side of the screen.  In the Actions side of the screen 
double click on Trial Balance.  
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2) The screen that comes up will show the default settings.  These defaults can be changed to 
give you the report that you require.  To choose a specific account or range of accounts click 
on the Comp Range button.  To choose a particular time period click on the Date Range 
button. 
 

 
    

3) In the Component Range screen enter the account components in the appropriate fields.  
The default will be the entire range (first to last).  In this example all accounts for 
Department 3231 have been chosen. 
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4) In the Date Range screen enter the start and end dates for the period that you wish to view.  
To choose the entire fiscal year put check marks in the FY Start and FY End fields. 
 

 
 

5) Detail or Summary format can be selected by checking or unchecking the ‘Show detail’ box.  
Grouping and Page breaks can be selected by clicking on the ‘Group By Component’ drop 
down arrow.  To have the department name displayed on the report, the report should be 
grouped by Component 3. The following screen display shows various selected options. 

6) To preview your report click on the Preview button. 
7) To print your report click on the Printer button.  

 

 
 

Note: 
When doing comparative analysis, it is important to remember that you cannot select periods that 
crossover year-ends.  Due to year-end closing procedures the results will not be accurate.  For 
example, to run a report for the 2013 and 2014 fiscal years you would run two separate reports with 
the following dates: 
 2013 fiscal year:  April 1, 2012 to March 31, 2013 
 2014 fiscal year:  April 1, 2013 to March 31, 2014 
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Export Reports to Excel 
 
The General Ledger Trial Balance can be exported to Excel by clicking on the Excel button (see green 
X in #5).  The following ‘Save As’ window will open, allowing the user to select save options as to the 
file name and locations. Having financial information in a spreadsheet format will allow users 
various sort options and the ability to use the information for further analysis outside the 
capabilities of USL Financials.  
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Purchase Order Module 
 

 
 
The Purchase Order module can be used to obtain information regarding Purchase Orders, 
Receivings and Encumbrances.   
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View Purchase Order Details 
 

1) To view Purchase Order details, click on the Report button, then single click on View in the 
Topics side of the screen.  In the Actions side of the screen double click on View Purchase 
Orders. 
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2) Check the PO# box on the left side of the screen.  In the screen that pops-up enter the PO# 
that you wish to view or select it from the drop down box. 
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3) After you have selected the PO, click on the monitor button to view the details regarding the 

PO; if more details are required, click on the black arrow on the left side of the screen. 

 

4) The following level of detail will be shown.  Clicking on the black arrow again will provide the 

General Ledger account number used. 
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Reprint Purchase Orders  
 

1) To reprint a Purchase Order, click on the Report button, then single click on Purchasing in 
the Topics side of the screen.  In the Actions side of the screen double click on Reprint POs. 
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2) Enter the PO number as the Starting PO# and the Ending PO# or make a selection from the 
drop-down box. 

3) Click on the Preview button to retrieve an image of the actual PO that was issued. 
4) Click on the Print button to re-print the PO. 
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5) The following shows a preview of the actual PO.  You also have the option to re-print the 
PO, by clicking on the printer button on this screen or on the previous screen.  
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View Receivings on a Purchase Order 
 

1) To review what has been received against a Purchase Order, click on the Report button, 
then single click on View in the Topics side of the screen.  In the Actions side of the screen 
double click on Receivings . 
 

 
 

2) Enter a PO# or make a selection from the drop-down box.  
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3) After a selection has been made, the Computer Monitor button will become active.  When 

you click on this button the following screen display will appear.  The screen display 
indicates that PO # 201105299 has a receiving transaction on file.  It shows the Receiver # 
and various other information regarding the item received.  To obtain further details 
regarding the line items, click on the arrow on the left side of the screen. 
 

  
 

4) The following information regarding coding of the line item will be presented. 
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Encumbrances 
 

An Encumbrance or charge against a department’s budget is created as soon as a PO is issued and 
remains there until an invoice is received.  At that point the encumbrance is removed and the 
charge against the budget line becomes a permanent charge.  Encumbrances will be encountered in 
FRx reports, which are covered in a separate user’s guide.  FRx reports provide a comparison of the 
actual financial results of a department to the budget for that department.  (See sample of FRx 
report below) 
 

 
 

 

1) To view encumbrance information, click on the Reports button, then single click on 
Distributions in the Topics side of the screen.  In the Actions side of the screen double click 
on Encumbrances. 
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2) The following screen will be presented that will require the user to make certain selections.  

Show zero balance POs should be selected.   To choose a specific account or range of 
accounts click on the Comp Range button.  To choose a particular time period click on the 
Date Range button. 
 

 
 

3) In the Component Range screen enter the account components in the appropriate fields.  
The default will be the entire range (first to last). 
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4) In the Date Range screen enter the start and end dates for the period that you wish to view. 
 

 
 

5) The following report will be generated.  It shows an encumbrance of $4568, which 
represents items not yet invoiced on PO#201105221. 
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Control System Module 
 

 
 
The Control System allows departments to create reports regarding their Budgets, Chart of Accounts 
and Components.   
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View Budgets 
 

1) To view the budget for your department click on the Reports button, then single click on 
Budgets in the Topics side of the screen.  In the Actions side of the screen double click on 
Budgets 

  

 
 

2) To view a detailed budget report for a department put check marks in all the boxes on the 
left side of the screen.  Then choose a specific account or a range of accounts by clicking on 
the Comp Range button.   Click on Budget Range to choose the budget year. 
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3) In the Comp Range screen enter the account components in the appropriate fields.  The 
default will be the entire range (first to last). 
 

 
 

4) In the Budget Range screen, choose the current budget year by entering the current year-
end, for both the starting year and ending year.  Always choose 1 for the starting and ending 
budget version, as this is the approved budget.   
 

 
 

5) After selections are complete, click on the Preview button to show the information on 
screen.  

6) To print your report click on the Printer button 
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Components Listing 
 
A Components Listing can be printed, which will list all departments (Component 3) to which access 
has been granted.  It will also show a listing of sub-accounts (Component 4).   
   

1) To view a components listing click on the Reports button, then single click on Components in 
the Topics side of the screen.  In the Action side of the screen double click on Components 
 

  
 

2) To view the Components Listing for all account components click on the Comp Range button 
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3) In the Comp Range screen choose the full range by putting check marks in the First and Last 
boxes 
 

 
 

4) To preview your report click on the Preview button or click on the Printer button to print it 
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Chart of Accounts 
 
The Chart of Accounts report is a listing of all the accounts currently available to a department.  It 
also displays various attributes about the account, such as budget accounts and GST rebate status.  
Departments can use this report to review the accuracy of their accounts.    
 

1) To view the chart of accounts for your department click on the Reports button, then single 
click on Accounts in the Topics side of the screen.  In the Actions side of the screen double 
click on Chart of Accounts 
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2) To choose a specific account or a range of accounts click on the Comp Range button.  
 

 
 

3) In the Comp Range screen enter the department number and account or range of accounts 
for the department that you wish to view. 
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4) To preview your report click on the Preview button or click on the Printer button to print it 
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Logging out of USL 
 
It is very important that users log out of USL at the end of the day.   
 

1) To exit USL Financials at any time, click on the Exit door button on each screen. 
 

 
 

2) After exiting through the door of the Main Menu the blue screen will appear.  Click on the 
Start button in the bottom left corner of the screen and  choose Log Off 
 

 
 

3) Choose  Log Off from the screen that pops up  
 

 


