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Encumbrance Query

: Click on the Finance tab.

" Approve Documents
7‘ View Document Then Budget Queries.

" Fund Balance Report
" Transaction Detail Report
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Budget Queries

¥ To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve Query.

Create a New Query

Type [Budget Status by Account v] Select Budget Status by Account
Create Query 3 and click Create Query.

Retrieve Existing Query
Saved Query [None v

Retrieve Query |
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Budget Queries

Select the Operating Ledger Data columns to display on the report.

|Adopted Budget Year to Date R .
Budget Adjustment Encumbrances Se,eCt repOI't criteria

||Adjusted Budget |[T]|Reservations and CIiCk Continue.
||Temporary Budget |[]|Commitments

Accounted Budget Available Balance

Save Query as:|
(] Shared
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Budget Queries

¥ For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the Fiscal Year, Period, and Chart of A
information is queried, all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date.

P To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details retrieved will be placed next to the

period. 5
Fiscal year: [2021 v] Fiscal period: [1av] / \
Comparison Fiscal year: None v | Comparison Fiscal period: None v | Select Fiscal Year and Fiscal Period (14 =

Commitment Type: |ﬁ YTD)
[aowe | [
[‘organization | [200005 | [ Location ]

Enter Chart, Fund, Org, Account (5% =

(Gront) | | [Fand Tvpe) ] Revenue; 6% = Labor; 7% = Operating).
Account |7% | [[Account Type | I ‘ . s
(TProoram] . Click Submit Query.
[ Include Revenue Accounts =mmmp Unchecked for operating & labor accounts. \ /
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