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Budget Status by Organizational 
Hierarchy



Budget Query Setup

Adopted Budget- Budget at the beginning of the 
Fiscal Year (October 1)
Accounted Budget- Budget as of ‘today’
Year to Date- Actual Charges that have hit the 
account as of ‘today’
Encumbrances- Purchase Orders (PO’s)-Type of 
commitment
Reservations- Requisitions - Type of commitment

Accounted Budget - Year to Date - Encumbrances - Reservations
=Available Balance



Budget Query Setup

For the most current information
Fiscal Year- 2020
Fiscal Period- 14

Chart of Accounts- H 
Step 1- Enter 6-digit Org/Index into 

‘Index’ box
Step 2-Click ‘Submit Query’



Budget Query Setup

Fund and Org Sections will 
auto-populate

Click ‘Submit Query’ again to 
view the Query



Reading the Budget Query by 
Organizational Hierarchy

CHECK YOUR TITLE, 
FUND, ORG AND DATES!!



Reading the Budget Query by 
Organizational Hierarchy

Accounted Budget         -YTD             -Encumbrances       -Reservations  =   Available Balance

**Note-Include Revenue box is NOT checked



Reading the Budget Query by 
Organizational Hierarchy

Net Amount 
transferred in

Expenditure 
Amount available



Reading the Budget Query by 
Organizational Hierarchy



 Insufficient Funds message when doing Requisition
 Reason- Funds not in Operating (7000) or Equipment (8100)

 Can’t see my available balance
 Reason- ‘Include Revenue’ box accidentally checked

 Query pulls nothing or ‘Index not valid’
 Reason 1- Org/Fund is not yet active
 Reason 2- User does not have access
 Reason 3- Missing/Wrong Chart of Accounts

Send a Screenshot of the error message!

Common Budget Query Errors



Questions?

Contact us!
Mark Massey:  mdm0023@uah.edu ; Ext 5217

Alicia Callis: hoscha@uah.edu ; Ext 5604
Chih Loo: looc@uah.edu ; Ext 2243
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