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Step-by-Step Guide to Budget Status by 

Account Query 

 
 

This query will give you the accounting information for a specific organization 
or account listed in account number order. 
 

1. In the Create a New Query field, select Budget Status by Account from the 
drop-down list. Click the Create Query button. (Figure 1) 

 

Figure 1 
 

 
2. When selecting Budget Status by Account, the screen shown in Figure 2 will 

appear. Select the Operating Ledger Data you wish to display as columns 

on your query. After you have marked you selections with a check mark, 
click Continue. (Figure 2) 

 
 
 

 
 

 
 
 

 
 

 
 

    Figure 2 
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A selection screen will appear to enter your accounting information to query. 
You can search for the value if you do not know your FOAPAL or Index by 

referring to the Step-By-Step Guide to Budget Query Code Lookup.  Click the 
Submit Query button. For more information, see the Code Lookup section at 

the end of this guide. (Figure 3) 
 

 

 
 

 
 
 

 
 

 
 
 

 
 

 
Figure 3 

 
 
3. Submit a query with your accounting information and parameters. 

 
4. Figure 4a & 4b show the results of the query. Notice that you get a screen 

total, running total, and report total. This is handy since each screen only 
shows 15 accounts.  

Figure 4a 
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5.  Continue to click on the Next 15 button at the bottom of the page to see a 
complete list of accounts. (Figure 4b) 

 

 

Figure 4b 
 
 

6. You may click on any of the numbers in color to drill down to the list of 

documents that make up this total. 
 


