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Procedures for Accessing Current Year Operating Budget Accounts  

Open the Portal and select the Budget Inquiry tab. 

 

Under This Year’s Active Budget, select either Search by Worksheet or View All Available Worksheets.   

Search by Worksheet limits the options by Department Code 

 

 

 

 

 

 

 

 

 

 

 

To view detail, click on Department worksheet link 
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View All Available Worksheets lists all worksheets that you have available.  (Useful for those with limited 

number of accounts 

 

 

 

 

 

 

 

 

 

 

You can also view budget and actual activity under GL Account Look-up Screen 

 

 

  



Budget Inquiry/GL Account Lookup Portal Procedures 
 

4 

  



Budget Inquiry/GL Account Lookup Portal Procedures 
 

5 

Procedures for Accessing Restricted Account Activity (Fund 04) 

For users with restricted gifts, grants, or other non-operating accounts. 

Open the Portal and select the Budget Inquiry tab, and click on Look-up GL Account Information. 

 

Select Account Component, and enter Fund and Department information.  Enter the starting year of 

Academic Year you wish to see (ex. 2017 = 2017-18 fiscal/academic year).  Click on Go. 

A screen appears with current unposted and posted activity for the requested account information. 
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Appendix – Additional Budget Reports 

 

Other types of special reports are found under the Additional Budget Reports link.  These reports are 

printable in a PDF format. 

 

Manage Restricted Accounts – 04:  These reports show current posted balances for Restricted Accounts 

(Fund 04) 

Manage Operating Budgets – 01:  This report shows current operating activity by department.  

 


