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Balance Inquiries Overview 

To find detail behind balances within accounts go to Balance Inquiries located on the Kuali Main Menu.  

There are seven options under Balance Inquiries to choose from. When in the Balance Inquiry screens 

remember that anything underlined can be clicked on. So to get more information behind a number 

click on the number you want more information on. Any of the screens can bring you back to the 

original document. 

  

 

  



Available Balance: 

Available Balances, located under Balance Inquiries provides an overview of available balances that are 

cumulative by object code.   

 

To see more information behind an amount, you just click on the amount. So, if I wanted to see more 

information on the $1,223.46 in object code 2100 I would just click on the amount and it brings me to 

the below screen. 

The amount of $1,223.46 is from the month of July. To see what makes up that amount you can click on 

the underlined amount and it will take you to the below screen.  



 

This screen shows all the transactions that make up this amount. To see the document behind any of the 

amounts, click on the underlined document number. 

  



Balance by Consolidation: 

Balance by Consolidation located under Balance Inquiries provides balances using the highest reporting 

level. 

 

If you click on the Drill Down, it will take you to the below screen. 

 

If you click on Drill Down again it will take you to the below screen. 

Click on any underlined 

items.  Here you can “drill 

down” to see more detail 

behind postings. 



 

You can click on any number underlined to get to the document behind it. 

  



Cash Balances:  

Cash Balances located under Balance Inquiries provides the beginning, annual, and available balance 

within an account only for object code 1100 – Cash.  

 

  



General Ledger Balance: 

General Ledger Balance located under Balance Inquiries provides object code balances by month. 

 

Any of the numbers can be clicked on to get more information behind it. If you click on $(6,939.32) it will 

take you to the below screen.  

 

To see information behind these number you can click on any of the document numbers.   



General Ledger Entry Inquiry: 

General Ledger Entry Inquiry located under Balance Inquiries provides the transactions that make up a 

balance.   

 

General Ledger Entry defaults to the current month, you can also narrow your search by entering more 

information. If you want to see all months put “*” in the Fiscal Period box. 

  

Click on underlined 

document numbers to pull 

up the document that had 

the transaction. 

Defaults to 

current month. 



General Ledger Pending Entries 

This will show you what entries are pending for your account. If a document is final, it will not show in 

this screen. If a document is saved, enroute, or processed it will show in this screen. Below is what the 

screen looks like. If you do not have any documents in the pending section for your account, not items 

will appear. 

 

You can click on any of the document numbers to see each document. In the document you can also 

view the route log to see who still needs to approve your document before it is final.  



Open Encumbrances Inquiry: 

Open Encumbrances Inquiry located under Balance Inquiries provides detail for open encumbrances. 

 

This will show you any outstanding encumbrances on your account. Encumbrances are not actual 

charges on your account, but it acts as a hold on the funds because you anticipate incurring that 

expense. 

 

 

  



Balance Inquiry Tips/Information 

 Export Options are located at the bottom of each page 

 

 

 Balances can be pulled using a “consolidation” option or a “detail” option in some screens: 

Consolidation Option: 

 

 

 



Detail Option: 

 

 

 Balances can be viewed in some screens by either including only items that have approved and 

finalized posting, or there is the option to also include items that are pending. 

Not including pending entries: 

 

 



Including pending entries: 

 

 

 Balances in some screens can be viewed as a monthly amount or as an accumulate amount. 

Balance provided as a monthly amount:  

 

Amount changed from 
128,251.62  

to 128,649.04 

Difference = 397.42 

Each month will only show 
the amount applicable to 

that month. Notice that the 
December amount is 

$15,936.77. 



Balance provided as an accumulate amount: 

 

 

 Characters that can be used to help narrow a search. 

Character Function Example Returns: 

| Or 1356610|2608000 Matches on either value 

&& And 1356610&&2608000 
Matches on records that 
contain both values 

! Not equal to !1356610 
Matches on records except for 
1356610 

? 
Match a single 

character 
135?610 

Matches on records that start 
with 135 and end with 610 

* Wildcard 21* 
Matches on any record that 
starts with 21 

> Greater than >5999 
Matches on records greater 
than 5999 

< Less than <5000 
Matches on records less than 
5000 

>= 
Greater than or equal 

to  
>=6000 

Matches on records greater 
than or equal to 6000 

<= Less than or equal to <=4999 
Matches on records less than 
or equal to 4999 

.. 
Between (range of 

values) 
6200..6699 

Matches on records between 
6200 and 6699 

 

Now, with the Accumulate box checked, 
you see that the December amount has 
changed from 15,936.77 to 128,730.29. 
This is now displaying the year-to-date 

total. 


