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•



EXPAND

NAVIGATION

REPORT 
PROFILES



GENERAL 
LEDGER

ACCOUNT 
EXPENDITURE LEDGER BY 
FISCAL YEAR FUND”



BEGIN

AND END BUDGET OWNER

BOXES. 

YOU MUST ENTER A DATE.

FINALLY, CLICK ON

“REQUEST REPORT”. SELECT

ADOBE PDF AND CLICK ON

OK.



•

• REPORT QUEUE

•

COMPLETE

THREE DAYS



SELECT YOUR REPORT ON

THE MENU UPDATE 

THE DATE 

REQUEST REPORT



HOW OFTEN SHOULD I BE DOING THIS?

• Anytime there is a change in your purchasing plans.

• At minimum, on a MONTHLY BASIS

*Budget amendment deadline schedule forthcoming on 
Business and Finance website.

WHY?

BUDGET AMENDMENTS must be presented to the Board for 
approval



•

•

• TOTAL BUDGET CHANGE MUST BE AT LEAST

$300

• CAN ONLY BE MOVED WITHIN THE SAME

FUNCTION CODE.

• THE NUMBER OF BUDGET CHANGES

SUBMITTED BY EACH CAMPUS/DEPT. WILL

BE MONITORED.

•

•

•

• TOTAL BUDGET AMENDMENT MUST BE AT LEAST $300

• BUDGET AMENDMENTS SHOULD BE YOUR LAST

OPTION WHEN MAKING CHANGES TO YOUR BUDGET

BECAUSE THEY TAKE LONGER TO APPROVE.
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SEPTEMBER AND OCTOBER

NOVEMBER FOR THE DECEMBER

REGULAR BOARD MEETING

QUARTERLY

BUDGET AMENDMENTS DEADLINES.



Budget on 
Sept. 1  
(Day 1)

Budget as 
of Today 
(Current)

Pending 
BCs or 
BAs. 

Pending 
Requisition 

& POs

PAID 
POs

Available 
Budget 

Balance

Accounting Dept.

Purchasing A/P

The 
Effect of 

All 
Budget 
Activity

My Accounts: Account Detail (Budget Summary)



3. HOW TO: Keep Your Budget Healthy 

Pending 
BCs or BAs. 

Pending 
Requisition 

& POs

PAID 
POs

My Accounts: Account Period Summary









Jesus A. Garcia, Cash & Student Activity Accountant

Yadira Tamez, Budget Accountant

Norma Rodriguez, Local Revenue & Student  Activity

Christina Ochoa, Accounting Supervisor

Gerardo Cavazos, Director of Finance

Alfonso H. Perez, Asst. Superintendent of Business & Finance




