CHECK BUDGET BALANCES

*Note:  Before you do this make sure you have requested access to your departmental budgets.  If budget access is required, please have your Supervisor email a request to the Director of Financial Services.
Make sure you are in the CF menu of the Apps option of the file menu.  Once you’re in the CF menu, type in ACBL in your Quick Access Box and Click GO.
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Enter your budget number excluding dashes.  For example:
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Click OK.

Enter the current fiscal year.
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Note:  Our school’s Fiscal Years go from July, 1 through June 30, therefore our school fiscal years are written like this, 2007/2008.  The current Financial Fiscal Year in the system however, is always the second year of the school’s fiscal year.  For example, for 2007/2008 the system’s current fiscal year will be 2008.

Once you’ve entered the fiscal year, click OK.
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You can hit the <F2> key to detail or click the detail [image: image5.png]


 icon to get more detailed information on the amount shown.  
The Allocated Budget field shows the original amount for the budget started at the beginning of the fiscal year.

The Actuals field will show all completed and paid transactions.
The Encumbrances field will show any travel orders that are given a travel number yet not been paid, requisitions that are given a purchase order yet not been paid and blanket purchase orders that have not yet been paid or used up.

The Requisitions field will show any travel orders and requisitions that have been approved yet not been given a travel order number or purchase order number and therefore have not been paid either.

The Available Funds field will show the amount allowed to use.

Hit the <F10> key or click on the cancel [image: image6.png]


 icon or to update/refresh and look at another budget or hit on the <F9> key or click on the cancel all [image: image7.png]


 icon to finish out and get back to the main menu.
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