San Jose/Evergreen Community College District
How to Use ACBL in Datatel

ACBL allows users to review the current status on accounts generally within a real time basis.
The total budget for the specified account number is available. Current requisitions which have
not been through the approval process are indicated as well as encumbrances, actual expenses,
and funds available.

ACBL - Account Balance Inquiry Form

1. Login to Datatel. Enter your username and password provided to you by ITSS. Then select OK to continue.

' =
Datatel Login .

Enter a Uzer 1D, Pazswaord and Environment:

zer ID: =anan

Pazsword: | e

E revironment: [Fi'l SPrad v]

2. A FERPA privacy notice will appear. Select OK to open Datatel.
Alert .

MOTICE: You are attempting to access information that i protected by
a Federal Privacy Law. Disclosure to unauthorized parties violates
the Family Educational Rights and Privacy Act [FERPAL ou gshould not
attemnpt to proceed unless you have been specifically authaonzed o do
20 and are informed about FERPA,

“When acceszing Colleague, vau must access only that infarmation needed '
to complete pour aszigned or autharized task. You may communicate the
information anly to other parties authonzed by the SJECCD to have
acceszs ih accordance with the provisions of FERPA.

IInauthonzed use or releaze of thiz information is prohibited.
Arw wiolation of this palicy iz subject to dizcipline and
pozsible prosecution.
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3. Datatel will open to the homepage. To access the financial module, Select Apps On the Tool Bar and then select CF.

iarites  Options  Help
Quick Acce ur _EGD | m HQ x ﬁ B @

_J AP - Accounts Papable

[
_d GL - General Ledger

_J PU - Purchaszing
_ T - Utility Master Menu

M- Lf Favorites

4. To access ACBL, either Type ACBL into the Quick Access Field, or Select General Ledger on the left hand side of the
screen and then Select ACBL-GL Account Balance Inquiry on the right hand side of the screen.
NOTE: If you select the drop down plus sign next to the General Ledger, a drop down list will appear with ACBL

available as well.

Wz Datatel - R18Prod - CF ”

File Edit Apps Favorites M Help

Quick Acces§ [N - GO|HH|D x&ﬁ‘ﬂ]@

=-5# CF CAM - Chart of Accounts Maintenance

- AP - hecounts Payable
G}---_) GL - General Ledger ) e
H--_d  PU - Purchasing
H--d T - Utiliy Master Menu

GLA - General Ledger Administration
GLE - General Ledger Entries

GLE - Budget Reports

ALCBL - GL Accaunt Balance InquirD e
AHST - GL Account Histary Inquiry
GLST - GL Account Statuz

EMCI - GL Encurmbrance Inquine
GLRG - GL Requisition Inguine
LPST - List GL Postings

GLTB - GL Trial Balance

LIGLA, - List GL Activity

H-- ¢ Favorites

corog896\uu v
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5. The ACBL Screen will open.

7 Datate - Rigerod - CF

File Edit Favorites Tools Help
Quick Access |ACEL 5 [} @ 4@ X & ﬁ @ @

= cF ALCBL-GL Account Balance Ingquiry |

i AP - Accounts Payal
¢ GL - General Ledger

¢ PU - Purchazing
UT - Utility b aster b

Favirites

Fizcal ear

Annual Amount
Allocated Budget
Actusls E]
Encumbrances E
Urencumbered Balance

Riequisitions E

Available Funds

Budget Officer

GL Account Laokup
|

Dot ]

6. Enter the Full Account # and the Select OK or press Enter on your keyboard.

ACBL-GL Account Balance [nguiry |

Fizcal Wear

Annual Amoint
Allocated Budget

Actuals E]
Encumbrances E]
Urencurnbered B alance

Requizitions E]

Available Funds

Budget Officer

GL Account Lookup

10116721 000005522d@
C o D [ Cancel Detail
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7. Enter the Fiscal Year (ex. 2013), and then Select OK or press Enter on your keyboard.
NOTE: The only time you will need to enter the fiscal year is when two fiscal years are open (example during end of

year between May-July). All other times during the year, you can leave this field blank and just press Enter on your
keyboard.

e Datatel - R18Prod - CF

File Edit Favorites Tools Help

Quick Access |ACEL = [} B d@ X& 7 @ @

ACBL-GL Account Balance Inguiry |

g-is# CF

¢ AP -Accounts Payal

GL - General Ledger

FLU - Purchaszing

UT - Lltility Master M SJCC Budget Operations : Supplies Non-nstiuction

L¢ Favortes
Fiscal Year

Annual Amount
Allocated Budget

Actuals B
Encumbrances B
Unencumbered Balance

Requisitions B

#vailable Funds

Budget Officer

Fiscal Year LookUp

2014 e

8. The ACBL information will appear for the account number specified.

{7 Datatel - R18Prod - CF
File Edit Favorites Tools Help

Quick Access ACBL v B6o B d@Q X& 7 B @

o-& CF ACBL-GL Account Balance Inquiry

AP - Accounts Payal
GL - General Ledger
PU - Purchasing

UT - Utility Master M SJCC Budget Operations : Conference.
- Ly Favortes

o]

e2]

[(VRVA VRV

Fiscal Year 2013 Open

Annual Amount

Allocated Budget 2,175.0(! E]
Actuals 200511 IF)
Encumbrances 0.00 E
Unencumbered Balance 169.89
Requisitions 0.00 @
Available Funds 169.83

Budget Officer Gregory Wayne Nelson
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9. This screen will indicate the cost center and the object code being viewed for the specified account number.

SJCC Budget Operations : Conference

Fiscal Year 2013 Open

Annual Amount

Allocated Budget — 2175.00] 8]
Actuals 2.005.11 IF)
Encumbrances 0.00 E]
Unencumbered Balance 169.89
Requisitions 0.00 @
Available Funds 169.89

Budget Officer Gregory Wayne Nelson

10. You will be able to view the allocated budget for this account number. This is the amount awarded for the year to
this account number. If you drill down, you can view any budget transfers increasing or decreasing the allocated
budget.

SJCC Budget Dperations : Conference

Fiscal Year 2013 Open

Allocated Budget

Actuals
Encumbrances 0.00 @
Unencumbered Balance 163.83
Requisitions 0.00 E]
Available Funds 163.83

Budaget Officer Gregory Wayne Nelson
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11. You can view the actual expenses deducted from the allocated budget. This will give you a summary amount of all

the expenditures to date from this account number.

GL Account Taa:

GL Account: 10-11-6721-00000-55200 MNet Asset Class:

SJCC Budaget Operations : Conference

Fiscal Year 2013 Open

Annual Amount

Allocated Budget

Encumbrances

Unencumbered Balance 169.89
Requisitions 0.00 )
Available Funds 169.89

Budget Officer Gregory Wayne Nelson

12. To review a more detailed account of all of the expenditures, select the blue drill down icon on the right hand side
of the field. This will open a new screen with a detailed account summary of all the transactions/expenditures by date

(newest to oldest). Any journal entries moving expenses will be visible here.

Date Fange | Source Code -
Reference Ma. [ ate Deszcription Arnaunt
IIl JO25502 E] 06/2R/13 Greg Melzon Reimburze 128.88CR
|Z| V0422554 t] 05/07/13 Iz Bank Corporation Payment Ce 24318
Iil W0414437 @ 0221413 |Jz Bank Corporation Payment Ce ¥5.00
|I| W041:2183 E] /24413 Iz Bank Corporation Payment Ce 37937
Iil V0412120 E] /24413 Community College Faciity Coa 126.00
[ 6 |WDn408154 IF| mMA813  American Express 526,50
|Z| V0408977 t] 1211412 League for Innowation Com Col BR0.00
[ & |Jnzs068E @ 1041042 FIPS Felipa Miranda 1,688 25CH
Iil J024916 E] 09/25/12 Find Reimburse_Bridge Future 2 H9.47CR
Iﬁl V0338092 t] 0311412 Iz Bank Corporation Payment Ce 2,242 56
IEFN) o
Sub-zet total
Total &chuals 2.005.11
Actualz pending posting 0.00
Grand Tatal 200511

-
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13. Encumbrances are all existing Purchase Orders reserving funds to pay for outstanding vendor invoices. The
Encumbrances field will provide a summary of the amount reserved from the allocated budget to pay for invoices
throughout the year. Both PO’s (Purchase Orders) and BPO’s (Blanket Purchase Orders) are included in this amount.

SJCC Budget Dperations : Supplies Mon-Instruction
Fizgzalvear 2014 Open

Annual Armount

Allocated Budaget [ 000 @
Actuals 0.00 fF)
@cumbrances 200000 @
Inencumbered B alance 2,000.00-
Requisitions 0.00 @
Available Funds 2.000.00-

Budget Officer Gregomn W ayne Nelzon

14. For more detail on the PO & BPO #’s as well as the vendors, select the blue drill down icon on the right hand side of
the Encumbrances field. All of the PO/BPQ’s will appear as well as the vendor information and the amount available.
The amounts will decrease as invoices are paid. These amounts will reappear as actual expenses in the Actuals Field.

Jon-nstruct

Reference Mo [ ate Src Yendor Mame/Description Aot
(B |F:001 0432 F o7z Office Depot, Inc. 1,000.00 =
[ 2 | Bo0i0529 E] 07013 Office Depat, Ine. 1.000.00
(3] )
S )
(5] )
== )
(7] )
(a] ol
(3] )
10 ] )
il o
12 8
EED I -
Total Encumbrances 2.000.00
Previous Years Encumbrances 0.3z
Grand Total 2.000.92
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15. The Unencumbered Balance Field shows all of the funds not encumbered by PO’s/BPQ’s or unapproved
requisitions.

GL Account: 10-11-6721-00000-55200

SJCC Budaget Operations : Conference
Fiscal Year 2013 Open

Annual Amount

- 2.175.0C

ol

Allocated Budget

Actuals ' . 5.11 |
Encumbrances 0.00 @ /
@ncumbered Balance 169.89
Requisitions 0.00 @
&vailable Funds 163.83

Budget Officer Gregory Wayne Nelson

16. The Requisitions Field indicates the funds being reserved through requisitions. These requisitions have not yet
received approval and have not been created into PO’s/BPQ’s. However, the funds have been reserved and deducted
from the Allocated Budget.

SJCC Budget Operations : Repairz

Fiscal Wear 2014 Open

Annual Amount

Allocated Budget 0.0 t]
Actuals 0.00 7]
Encumbrances 0.00 @

Unencumbered B alance 0.00 /
Fiequisitions 30000 )

Available Funds 2.800.00-

Budget Officer Gregam 'Wayne Melzon
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17. To view more detail on the requisitions, vendors, and amount, select the blue drill down icon on the right hand side

of the Requisitions field. A new screen will appear providing you with a breakdown of all the information by PO/BPO,
vendor, and amount.

Year 2014

Reference Mo Date Wendar Mame ArnoLint
1 E] 07/26413  Prionity 1 Public Safety Equip 380000 -
) d
[3) £
2] ]

&) d
) d
&3 d
(8] £
il )
10 )
11 )
12 )
13 ] -

Total Requizitions 3.800.00

Previous Years Bequisitions 0oo

Grand Tatal 3.800.00

18. The Available Funds Field will provide you with the amount of funds available after all purchases, PO’s/BPO’s, and
requisitions. In making budget decisions, you will want to reference this amount. Any new purchases, check requests,
conference requests or unexpected expenses will come from this amount.

NOTE: If this is a positive #, then funds are available, if there is a small negative sign after the number, then funds are

NOT available and a budget transfer must be done to bring the account into balance as expenses have exceeded the
allocated budget.

GL Account Tag:

GL Account: 10-11-572

SJCC Budget Operations : Conference
Fizzalvear (2013 Open

Annual Amount

Allocated Budget 2.175.00] ]
Atuals 200511 IF]
Encurbrances 0.00 E]
Unencumbered B alance 169.89
Requizsitions 0.00 @/
{_Awvailable Funds 1659.89

Budget Officer  Gregon wWayne Melzon
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19. You can also view the assigned Budget Manager at the bottom of the screen.

GL Account Tag:

GL &ccount: 10-11-6721-00000-55200

SJCC Budget Operations : Conference
Fiscal Year 2013 Open

Annual &mount

Allocated Budget 2.175.00] s}
Actuals 200511 IF)
Encumbrances 0.00 E]
Unencumbered Balance 169.89
Requisitions 0.00 E]
Available Funds 1639.89 /
( Budget Officer Elegory Wéyné Nelson )

20. To exit any screen, there are a few options. You can press F10 on your keyboard to close the current screen you are
viewing and return to the previous screen. This will redirect you either the previous screen you were viewing or the
account number lookup field. You may also select the single red X on the tool bar, this will exit the current screen and
you will be returned to the previous screen or account number lookup field (similar to F10).

File Edit Favorites Tools Help

{4 Datatel - R18Prod - CF *

Quick Access ACBL v ElGo R 43 @& g B @

 ACBL-GL Account Balance Inquiry \

@& CF
- AP - Accounts Payal
GL &ccount Tag:
44 GL - General Ledger ~ S ; o untTeg
GL Account: 10-11-6721-00000-55200 et Class:
- PU -Purchasing
@ UT - Utiity Master M SJCC Budget Operations : Conference

- ¢ Favorites
Fiscal Year 2013 Open

Annual Amount

Allocated Budget 2.175.0C) 8]

Actuals 200511 )
Encumbrances 0.00 E]
Unencumbered Balance 169.89
Requisitions 0.00 E]
Available Funds 169.89

Budget Officer Gregory Wayne Nelson
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21. When you press F10 or the single red X, you will be asked to update, cancel, or return. You can select Cancel to exit
to the homepage or select Return to be returned to the information you were viewing.

{4 Datatel - R18Prod - CF

File Edit Favorites Tools Help
Quick Access ACBL Beo B d@ x& g @ @

5 OF
G- AP-Accounts Payal
i 6L - General Ledger

14 PU - Puchasing

ACBL-GL Account Balance Inguin |

w14 UT - Utiity Master M ||| SICC Budget Dperations | Conference

- 7 Favortes

Fiscal Year 2013 (Open

Annual Amount

Allacated Budget 217500 IF)
Actuals 200511 )
Encumbrances oo F)
Unencumbered Balsnce 163.69
Requisitions 0o fF)
#ivalable Funds 16383

Budget Officer Gregoiy Wayne Nelson

Alert
Update record, Cancel record or Retumn ta editing ‘

Epdate (" cancel |) ( Beum )

T 7

22. To exit all open screens and be returned to the Datatel home page, you can press F9 on your keyboard. You will be
asked to update, cancel, or return. You can select Cancel to exit to the homepage or select Return to be returned to the
information you were viewing. You may use the Datatel screen exit option by selecting the two red X’s you will exit out
of all the screens and return to the Datatel home page. Again, these options will also offer the Update, Cancel, or
Return options.

{4 Datatel - R18Prod - CF
File Edit Favorites Tools Help

Quick Access ACBL * e

r

Bd@a x® 3 @ @

ACELAGL Account B alance Inguiry |

AP - Accounts Paypal

_d  GL - General Ledger
+--_d P - Purchasing

~

it 10-11-6721-00000-55200

UT - Utility M aster b 5JCC Budget Operations : Canference

H-- L Favorites
Fiscal Year 2013 Open

Annual Amount

Allocated Budget 5.00 E]
Actuals 200511 [F)
Encumbrances 0.00 E]
Urnencumbered B alance 165.89
Requizsitions 000 E]
Available Funds 165.89

Budget Officer  Gregony Wapne Melzon
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