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Budget Inquiry

The “How To” Guide to Budget Inquiry
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Real-Time Budget Inquiry

Using the Budget Inquiry Panel

The Site Budget Inquiry panel is an on-line panel that gives site users the ability to view budget balance
information including Current Budget, Pre-Encumbrances, Encumbrances, and Expenditures in real time.
The user can also drill down to view all detail transactions for a particular budget string.

Menu: Go ——— Administer Procurement ———»Requisition Items
Inquire — Budget Inquiry — Site Access

Requisition Items - Inquire - Budget Inquiry - Si

Eile Edit Yiew Go Favorites Use Process |nguire Eeport Help

al&|@ x| alEE =555 == S5 2el=) +|«|¢+|£|\
Budget Inguiry |

Ledger field should

Site Budget Ingpat always be “ORG.”
Business Unit: [12ze5 | Ledger: [ORG | Scenario: FINAL = |
Fund: Rez PrjY: Goal: Funct: Object: SchilLoc: Budget PD:
T - L E L E - -2 2| eeBudgers
Totals y
Current Budget: Pre Encumbered: tncumhered: Expended: Balance:
0.on 0.aa 0.oa 0.aa 0.on
Fund |Res.Pr| Goal | Funct | Object| Sch/Lo ngt (I;l:.lrc;l;':t Ench:r:?Jered Encumbere | Expended Balanci
' (=] 000 000 0.00 0.00

Account String & Budget Period section.

-
1 | »

| |PSGFTRX  |Lac Bud Ing Summry |Update/Display >

The user can now enter the Account String in the ChartField section (Fund, Resource, Goal, Function,
Object, Sch/Loc, and Budget Period). For each ChartField, select either the exact value, or use the wild
card (%) to see all values for that ChartField. Users can also have a combination of values and the wild
card to narrow the budget selections. For example, typing "4%" in the Object ChartField will return all
values for Objects in the 4000s.

After entering the desired Account String, click the “Get Budgets” pushbutton. Clicking this button will

populate the totals section and retrieve the specified budget detail information in the bottom rows of
the panel.
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Print a Crystal Report

. ite Budget Inquiry
Totals Section Get Budgets Button
Business Unit: [12345 +| Ledger: [ORG +| Scenario:  FINAL =]

Fund: Res PrjY: Goal: Funet: Object: Schiloe: Budget PD:
[ore #|  [oooe0.0 _#| [moo #| [wooe & [ex _#| [oovo000 #| [z +| Get Budgets |
\4
Totals
Current Budget: Pre Encumbered: Encumbered: Expended: Balance:
50.000.00 95.66 53.661.93 110.485.72 -114.443.31
. Bdgt | Current Pre -
Fund |Res.Pr| Goal | Funct | Object| SchilLo Pd Budget | Encumbered Encumbere |Expended| Balance —
1 @ oo 000000 11100 10000 i 0000000 112 E.000.00 0.00 0.00 0.00 £.000.00
2 [t 00000.0" " 1100 10000 4300 00000001142 0.00 0.00 0.00 0.00 0.00
3 010 000000 11100 10000 4310 0000000 1142 34,000.00 95.68 45,131.93 96,011.72 -107,299.31
on 000000 11100 10000 4320 ooo00o0n 1112 10,000.00 0.00 0.00 100.00 9.900.00
F] Q, ‘I\\
5 g |ne omeQQ oD 10000 4350 0000000 112 0,00 0.00 0,00 5.500.00 -5,500.00
5 [Qfdi 000000 TN 10000 4350 0000000 1142 0.00 0.00 SE70.00 4574.00 17544.00
—
Details Button Budget Detail Information
-
| [PSGFTRX  |Lac Bud Ing Summry [Update/Display 4

The Totals section summarizes all of the Account Strings that were populated in the budget detail
information part of the panel. For ORG (Expense) budgets, the totals section displays the following
information:

e Current Budget The total of the expenditure budget specified for all accounts displayed.
e  Pre-encumbered Total pre-encumbrances or purchase requisitions outstanding.

e Encumbered Total encumbrances or purchase orders outstanding.

e Expended Total expenditures.

e Balance Remaining balance that is available for spending.



To print the summary screen as a Crystal Report, click the Print Crystal Report button. The following
screen will appear.

4] ¢ 1of1 PV | &\ & 00% «]|  Toae  100%

Rpporild: LAGLOSTC Training Unified School Detrct Page 1
Bsiness Unit: \ 12345 . : Run Date: 1272272011
Bt Period: \y 112 Site Budget Inquiry - Summary Fun Tie: 02:10-14P1

Fun{ i Ohject  SchoolLoc Current Budget Pre Encumbered Encumhered Expended Balance
‘o oooonp 40 0000000 600000 600000
o oooonn 400 0000000 010

o oooona 40 0000000 3400000 4519193 %0117 10729931
o oooonn 40 0000000 10,000.00 10000 890000
o oooona £50 0000000 0 5,500.00 550000

i} 000000 4390 0000000 0oo £670.00 887400 -17,544.00

Totak: 50,000.00 53,861.93 110,465.72 11444331

Click the print See section “Exporting
button to print the Budget Data to Excel.”
report.

Click the printer icon to print this report. To export this Crystal report to Excel, refer to the section
“Exporting Budget Data to Excel” on page 7.



Site Budget Inquiry - Detail

Click the “Details” icon in the budget detail section (see page3) for any Account String to view the detail
transactions for that account.

Site Budget Inquiry - Detail

Print the details as
a Crystal Report.

0

Busz. Unit: Fund: Res Priv: Goal: Function:  Object: Schiloc: Budget PD:
12345 m.o Qoooo.a 11100 10000 4310 Qooaooo 1112
Current Budget: Pre Encumbered: Encumbered: Expended: Balance:
34.000.00 95.66 45,1591.93 96.011.72 107.239.31
Type T[a?)s:;lmn [?l?:::rl:l;r;t[; Youcher PO Req Enctl.:'nliehered Encumbered Expended

36 |Reg 08417/2011 Q00000007E 292.00

37 |Reg 084172011 0000000077 158.33

35 [AP Vchr 08417/2011 Qooao321 29400
39 (PO 084172011 Q000000165 000000007E 292,00 34755

a0 (AP Vchr 08172011 Qooao32z2 0000000165 -347.54 ct P
4 (PO 084172011 PO12345 8.000.00

42 (AP Vchr 08172011 00000323 PO12345 3262 50 32625
43 (PO 03/18/2011 A1 7.B70.00

44 (PO 08/18/2011 00000001 &6 18.230.00

45 (AP Vchr 08182011 Q0oa0313 3.000.0
45 (PO 03/19,/2011 ZZ2EMC 347 55

47 (AP Vchr 08/19/2011 ZZ2EMNC ZZ2EMC -347.54 ct P
45 (PO 03/13/2011 [94FPPF 34755

49 (&P Vchr 08/ 222011 Qooa0324 00000001 &6 -18.230.00 19,825
a0 [AP Wchr 08/ 222011 ZZ2EMC ZZ2EMC 347 54 -M7A
51 (AP Yk 084222011 Qoooo32a A1 -R,700.00 B.198.7

Cancel

il

This panel displays all of the transactions against this budget for the selected Budget Period. By default,
transactions are sorted by Transaction Date. Users can re-sort the data in ascending order by double
clicking any column header. Double click the column header again to re-sort the column in descending
order. This can be done for all the columns.

Each line is summarized by transaction type. Expenditure transactions are displayed as follows:

e Req — Requisition transaction. The Requisition number and Pre-Encumbered amount are

displayed.

e PO — Purchase Order transaction. The PO number and Encumbered amount are displayed.
Additionally, if this PO was created from a Requisition, the requisition number and Pre-

encumbrance liquidation will be displayed.

e AP Vchr — Voucher transaction. The Voucher number and Expended amount are displayed.
Additionally, if the Voucher was created from a PO, the PO number and Encumbrance
liquidation will be displayed.

e IN Acctg — Inventory transaction for districts using the Inventory module.

e Irnl Entry —Journal transaction creating by the Accounting Department.




To print the detail screen as a Crystal Report, click the Print Crystal Report button (see prior page). The
following screen will appear.

2of 2+ 100% - Total68

1007% B8 of B8

]f;fsmm  Tratuing Urified School Dstrct ;ﬂng:Date fmmnn
1012 Site Budget Inquiry - Detail Roun Tire__ 23920PM
Fund ResPri¥ Coal Funston Obiest SchiLac
i 000 0 11100 10 oonnnn
\ Current Bulget Pre Encundbered Exz b ered Expended Taknee
\ 34,000.00 9566 45,9103 86,011.72 -107,299 31
TraMaction  Document
| Tofe m Journallp  Voucher PO REQ Pre Encum Encumbered Expended
apfrot gt 63 00
s ooo00320 217500
FO BN 000000 5 25000
FO AL aooana 57 20739
FO BN O0D0OOD 59 028
FO B30 ao0AN 60 100000
FO 3177011 B0000001 61 0739
. . . 200000
Click the print See section S a0
button to print the “Exporting Budget oo o
” 0000075 1533
report. Data to Excel. 000006 2200
mr 0000077 1533
AP Yok BT oo000321 28000
FO 27711 WOONANTGS AANDDRNTA 28200 34755
AP Yok BT 00000322 0000000 65 34754 34755
FO 27711 FO17345 200000
AP Vehr 22011 00000323 PO12345 -3,262.50 326250
i) B ALIZ 770
FO 222011 00000001 66 1823000
AP Vb B o313 300000
FO gt 223ENC 34755
AF Vel BM872011 22ENC 222ENC 34754 34155
FO gt 1SAPPR 34755

Click the printer icon to print this report. To export this Crystal report to Excel, refer to the next section

“Exporting Budget Data to Excel” on page 7.




Exporting Budget Data to Excel

rpt

LK 1ol bV e E|& Toialf  100%

Business [Init: 12345 " . RunDate: 122272011
Site Budget Inquiry - Summary Run Time: 00-19-14P1

Budgpt Pprind:  11.12

Repll‘ﬂ|; LAGLOSTC Training Urified School Detret Page 1

Goal Object  SchoolLoc Current Budget Pre Encumbered Expended Bahnce
11 A0 oooouo 500000 600000
11100 A0 0000000 0

11100 40 0000000 400000 4519153 901172 10729931
11100 A0 0000000 10,000.00 10000 890000
11100 £50 0000000 0 5,500.00 550000
0000000 0 8467000 887410 758400

EXPO RT pUSh bUtton Tolak: 50,000.00 51,861.93 110,485.72 -114.443.31

Click the Export button. The following panel will appear. Make sure the Format and Destination fields are
as shown below, and click OK.

Destination:

Disk file =




Make sure the Save in box reflects your Client C: drive (you can save it to any folder in your C: drive). Do

not select the desktop, as that would be the Citrix server’s desktop. After selecting the desired folder,
click Save.

dell

Drivers

IDAP

Intel

PerfLogs

PO Reqfiles
Program Files
Program Files (xB&)
PS

TEMP

Users
Windows

File name: IIagIDEF"c Save I

Save az lype: IE:-cc:eI 5.0["x) - I Cancel

2

Locate the Excel file you just saved and open it in Microsoft Excel. For easier readability, users may want
to format the Excel worksheet. The example worksheet below has already been formatted.

f w- —— — e ——— W ———— — =] |
EJS\l =, B | S lagl057cxls [Compatibility Mode] - Microsoft Excel él_lg
J Home Insert Page Layout Formulas Data Review View ® - = x
— - _ . ] i ing = || S - -
j & MS Sans Serif - |10 . |A‘ A‘l |§ = %l - = General fﬂ Conditional Formatting o= Insert = ? [ﬁ
- B | - % 9| 5% Format as Table ~ & Delete - | (3] -
Pavste ) B r b E A= = == = <9 8 =} cell styles - [E) Format ~ || &2 - éﬂut:r&v SF;T:‘:?-
Clipboard ™= Font = Alignment = Mumber &= Styles Cells Editing
Al - £ ¥
A E c 8] E F G H J K E
{1 I
5 :
3 Report Id: LAGLOS7C Training Unified School Dstrct Page: 1
4 Business Unit: 12345 Run Date: 12/22/2011
5 Budget Period: 11-12 Site Budget Inquiry - Summary Run Time: 02:4147PM
&
7
8 | Fund Resource  Goal Function Object SchoolLoc Current Budget Pre E bered E bered Expended Bal
g fo1o 000000 11100 10000 #4110 0000000 6.000.00 6.000.00
10
11 1.0 ooooo  M1100 Moooo %300 0000000 0.00 =
12
13 fo1.0 ooooo 1100 Toooo 310 ‘0000000 34.000.00 9566 4519193 9601172 -107.299 31
14
16 [01.0 ooooo 1100 Toooo 320 ‘0000000 10.000.00 10000 9.900.00
16
17 fo10 ooooo 1100 Toooo 350 ‘0000000 0.00 5.500.00 -5.500.00
18
19 fo1.0 ooooo 11100 Moooo 390 ‘0000000 0.00 267000 8.874.00 -17.544.00
20
21 Totals: 50,000.00 95.66  53,861.93 110,485.72 -114,443.31
22
23
24
4 4 » ¥ | Sheetl %] [T m I
Ready (=@ = L +
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