Account Query Instructions
Datatel Colleague

Policy

a. Only authorized employees are allowed to query @tisothat are specifically
applicable to the department that the employee sviork

b. Permissions to view certain accounts are set updygontroller through record level
security (RSGL).

Process
a. In Datatel, application CF, go &CBL .
b. Enter the full GL account number that you want tieny.
I. The full account will have 13 digits (XX-X-XXXXX-XXX).
ii. See “Looking Up Account Numbers” instructions fooma information.
c. Enter the fiscal year.
i. The fiscal year will be “2008” for the 07/08 ye&2009” for the 08/09 year; etc.



e. Click on the drill down button next to the categ@rg. Budget, Actuals,
Encumbrances, etc.) if you would like to see adfg¢he transactions.

f. Click on the drill down button at the line for whigou would like to see the actual
transaction details.

g. To get out of each screen, click on the singleXdtb cancel) until you get back to
where it asks you for a new GL account number.

h. To get out of ACBL completely, click on the doulpésl XX.



