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Budget Report
FGIBAVL
1. Type FGIBAVL in the GoTo…field and press ENTER to open the Report
2. 
Chart of Account (C) will default
3. 
Current FY will default
4.
TAB to Index and enter number or use drop down to find your index number 
5. 
Fund and Organization will default base on Index entered
6. 
Tab to account and enter or use drop down to find account. Enter the lowest expense account to bring up entire account (6100 Salary, 7100 Supplies & Services)
7.   Click Next Block to bring report up on screen
8.   Click the Rollback button to enter another index 
9.   Click X to exit
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Budget Report

FGIBDST
1.
Type FGIBDST in the Go To… field and press ENTER to open the Report
2.   Chart of Account (C) will default
3.   Current FY will default

4.   Tab to Index and enter number or use drop down to find your index number 
5.  Fund and Organization will default based on Index

6.  Click Next Block to view report

7.  To see detail go to line you want to see the detail for (use down arrow key or point and click) and click OPTIONS from the menu bar and select Transaction Detail Information (FGITRND)
8.
To see Organization Encumbrance click OPTIONS from the menu bar and select Organization Encumbrance (FGIOENC). This will bring up all open encumbrances for the Index you entered. To see individual encumbrance click OPTIONS from menu bar and select Query Detail Encumbrance (FGIENCD). You can now review your encumbrance to see how much has been liquated, remaining balance and view invoices or other activity.
9.  Click Rollback button to enter another index

10.  Click X to exit






