Account Query Instructions
Datatel Colleague

L Policy
a. Only authorized employees are allowed to query accounts that are specifically
applicable to the department that the employee works in.
b. Permissions to view certain accounts are set up by the Controller through record level
security (RSGL).

II. Process
a. In Datatel, application CF, go to ACBL.
b. Enter the full GL account number that you want to query.
1. The full account will have 13 digits (xX-X-XXXXX-XXXXX).
ii. See “Looking Up Account Numbers” instructions for more information.
c. Enter the fiscal year.
i. The fiscal year will be “2008” for the 07/08 year; “2009” for the 08/09 year; etc.
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e. Click on the drill down button next to the category (i.e. Budget, Actuals,
Encumbrances, etc.) if you would like to see a list of the transactions.

ii : Datatel - Colleague_Test - CF
File Edit Favorites Tools Help

Mnemonic |ACEL | @Go LI AX AR A ® ?

=-&9 CF ACBL-GL Account Balance Inguir GL&I'GMTIaﬂsacliunlnuww}
H-E3 4P
+-C3 BU
H--E3 GL
+H-C IN- upplies_Expenses
H-E PP
H-3 PU Actuals
w03 FA- Reference Mo, Date Description Amount
1 "w| [01/26/04  [Import Opening B alance far [ 20363 i‘
#- e 2 [Jogaoio “u| (2731703 [Dec 02 paper [ 2200
FA-E Ut 3 [Inonois | [M1/02/04 [Dec 03 papes [ 22 00CA
H-E3 %y 4 |VO0oooTa | [02728004 [ATET | 143390
5 _[w00o0oz22 "w| [02/26/04 [Dell Marketing Lip | 200.00
6 |v0000023 | [02/26/04  [Cammercial Frinting Company | 29.40
7 _|w0000048 "w| (02027004 [Commercial Printing Company | 1.526.80
8 |Joooozs "ul [0379/04 [test interfund enty | o0 |
Total Actuals 10,552.53
Actuals pending posting 0.00
Grand Tatal 10.552.53
Contraller Actuals Walue 1748

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

g. To get out of each screen, click on the single red X (to 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 double red XX.



