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Using Commitment Control for 
Account Balance and Encumbrances Job Aid

	Step
	Task

	1
	Select Commitment Control/Review Budget Activities/Budget Inquiry/Budget Details from the main menu.

· The Budget Details screen will appear.
· Make sure that the Business Unit is STATE.

	2
	Enter the ledger group using the lookup menu.  The ledger group selected is determined by the type of information desired.  For example:

KK_ALLOT – Allotment Budget is used to determine the amount of funds available.

KK_APPROP – Appropriation budget

KK_PRJ1 – Project 1 Budget

KK_BD_ALLT – Bond Funds Allotment

KK_BD_AUTH – Bond Funds Authorized

Ledgers never used by OPM include, KK_AGY1, KK_AGY2, KK_PR2 or KK_PR3.



	3
	Enter additional criteria as appropriate.  
· You must enter at least Business Unit and Ledger Group. 
· Usually you will enter Department, Fund and SID.   If you are not sure what you want, include fewer criteria.  

· Hit the search button.  

	4
	If Budget Ref and Budget Period were left blank, a number of choices appear in the search results.  
· Select your choice based on budget reference and budget period.  
· Once one choice is selected, it is possible to return to this screen and review other choices.

	5
	The budget, expenses and encumbrances will appear.  
· For more details select the small chart icon next to the dollar value.


Using Commitment Control for Account Balance and Encumbrances continued
	6
	· If you decided to obtain additional Budget information, select “Drill to Budget Journal” link.  
· If you decide to obtain additional Expense or Encumbrance information select the “Drill to Activity Log” link. 
· Information can be downloaded into an Excel spreadsheet by clicking on the “download” icon.



	7
	· Once the log appears, additional information can be obtained by clicking on the magnifying glass on the left side of the chart.
· On the Budget Journal page, select the “Amounts” tab for additional details.  On the Activity Log page, select the “Line Amount” tab for additional details.


	8
	If reviewing Encumbrances, drilling to ledger and selecting amount, the information now gives the encumbrances totals by accounting period.
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