Using Account Inquiry to Check Balances

Making Sure Your Department Stays on Track

October 6, 2025

Jason M. Lathrop



Select Financials, General Ledger, Inquiries and Reports, Account inquiry.
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Then select Search. It will show you all of the accounts that you have access to. Generally,
this is restricted by department. Some Supervisors have the ability to see multiple
departments (Police Commission, Fire Marshall/OEM, DPW, WPCA, SELECTMEN)

Account Inquiry [Town of Windsor Locks, CT]
Account
Fund Acct
org Acct name [ 0 Account Notes
Object Type v Status v
Project ‘) Rollup (]}
NY Rollup =]
Sub-Rollup (] |
4 Year Comparison Current Year History 4 Year Graph History Graph

Once you have selected search, you can then populate information to restrict the number
of accounts selected. Generally, | would restrict inquiries by Fund (General Fund is 1005,
Capital Projects 3000, Capital Improvement 3600, etc.), Account Type (Revenue or
Expense), Org, or Object. They can also be combined to really restrict searches. Wildcards
(*) also work.

Fund 1005 Acct
org Acct name *FUEL*
Object | 56* Type Statis s
Project Rollup [C] Balance Sheet
NY Rollup Expense
Sub-Rollup
[C] Revenue
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Here the response was two (2) accounts. Navigate between them using the left or right

arrows.

Account Inquiry [Town of Windsor Locks, CT]

Fund 1005 GENERAL Acct
Org 10420374 GEN FC SC Acct name
Object 56265 DIESE F Type
Project @ Rollup
NY Rollup
Sub-Rollup
4 Year Comparison Current Year History

Yr/Per 2025/01 Fiscal Year 2025
Original Budget 5,000.00
Transfers In .00
Transfers Out .00
Revised Budget 5,000.00
Actual (Memo) 210.93
Encumbrances .00
Requisitions .00
Available 4,789.07
Percent used 4.22
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1005.42.4203.0000.420300.7400.000.56265.0000000.
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Display detail information for current account.
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Or click the browse button to view them all in a list format.

Account Inquiry [Town of Windsor Locks, C

Account Inquiry [Townof Windsor Locks, CT]

Fund 1005 GENERAL Acct 1005.42.4203.0000.420300.7400.000.56265.0000000.
org 10420374 GENFCSC Acct name DIESEL FUEL
Object 56265 DIESE F Type Expense v Status Active v
Project @ Rollup @
NY Rollup @
Sub-Rollup (o]
4 Year Comparison Current Year History 4 Year Graph History Graph
Yr/Per 2025/01 Fiscal Year 2025 Fiscal Year 2024 Fiscal Year 2023 Fiscal Year 2026

Original Budget 5,000.00 o | 7,000.00 M | .00 (] 5,000.00
Transfers In .00 D .00 [:] .00 [:] .00
Transfers Out .00 ] .00 .00 [j .00

@ (=)

Revised Budget 5,000.00 (=) 7,000.00 .00 5,000.00
Actual (Memo) 21093 (| 374596 (| .00 (] .00
Encumbrances .00 (o] 00 () .00 (] 6,000.00
Requisitions .00 E] .00
Available 4,789.07 3,254.04 .00 -1,000.00
Percent used 4.22 53:51 .00 120.00

Display detail information for current account.
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When browsing you can see your accounts in a list format.

Account Inquiry

Account Inquiry [Town of Windsor Locks, CT] > Account Inquiry

Record Number ™ Org Object Project  Description 2026 Original Budget 2026 Revised Budget 2026 Actual | 2026Encumbrances/Requisitions 2026 Available
1 10420374 56265 DIESEL FUEL 5,000.00 5,000.00 0.00 6,000.00 -1,000.00
2 10442770 56201 HEATING FUEL 2,500.00 2,500.00 0.00 0.00 2,500.00

When you right click on the headers.....

Account Inquiry
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Account Inquiry [Town of Windsor Locks, CT] > Account Inquiry

RecordNumber 1 org Object Project Description 2026 Original Budget 2026 Revised Budget 2026 Actual - 2026Encumbrances/Requisitions 2026 Available
1 10420374 56265 DIESEL FUEL 5,000.00 5,000.00 0.00 6,000.00 -1,000.00
2 10442770 56201 HEATING FUEL 2,500.00 2,500.00 0.00 0.00 2,500.00

It allows you to customize your view to include up to four years of history.

Record Number /N org Object Project  Description 2026 Original Budget 2026 Revised Budget 2026 Actual | 2026Encumbrances/Requisitions 2026 Available

1 10420374 56265 DIESEl [ Record Number 5,000.00 0.00 6,000.00 -1,000.00
HEATI|
org
Object
Project

[ Account

Description

5,000.00

2 10442770 56201 2,500.00 2,500.00 0.00 0.00 2,500.00
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Most users choose to investigate details by choosing the fiscal year and folder they wish to
investigate. In this case, actual expenses.

B o

Account Inquiry [Town of Windsor Locks, CT]
Fund 1005 GENERAL Acct 1005.42.4203.0000.420300.7400.000.56265.0000000.
org 10420374 GEN FC SC Acct name DIESEL FUEL
Object 56265 DIESE F Type Expense v Status Active -
Project @ Rollup @

NY Rollup @

Sub-Rollup @

4 Year Comparison Current Year History 4 Year Graph History Graph

Yr/Per 2025/01 Fiscal Year 2025 Fiscal Year 2024 Fiscal Year 2023 Fiscal Year 2026
original Budget 5,000.00 b | 7,000.00 (8] 00 (] 5,000.00 (s
Transfers In .00 D .00 D .00 [E .00 B
Transfers Out 00 (] 00 (m) 00 (] .00 (m]
Revised Budget 5,000.00 7,000.00 .00 5,000.00
Actual (Memo) 210.93 (] 374596 (] 00 (] .00 (m)
Encumbrances 00 () 00 (m) 00 |(m]) 6,000.00 (8 |
Requisitions .00 D .00 [:]
Available 4,789.07 3,254.04 .00 -1,000.00
Percent used 422 53.51 .00 120.00

Display detail information for current account.
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The actual expenses are listed.

Account Detail

Account Inquiry [Town of Windsor Locks, CT] > Account Detail

Org 10420374 Object 56265 Project Account 1005.42.4203.0000.420300.7400.000.56265.0000000
Account Description DIESEL FUEL
Posted YR/Per Journal - Eff Dt Post Date sic Refl PO/Ref2 Ref3 Ref4 Amount Check # Warrant Vendor

Y 2025/12 189 06/30/25 08/28/25 APl 002890 25000057 260650 W 063025F 210.93 260303 063025F DIME OIL CO LLC



If you double click on the detail, it brings you to the invoice. If you want the document, click
the paper clip.

Account Inquiry [Town of Windsor Locks, CT] /> Account Detail > Invoice Data [Town of Windsor Locks, CT]

Invoice
Document 260650 Vendor 2890 Remit 0
Invoice 958487 Name DIME OIL CO LLC
Vear/per 2025 12 Terms
Type 1 Invoice [ Address | [ Remits |
Cash Account 0000 10303 CASH WEB
PO 25000057
Contract
Gross amt 1,054.67 Desc Liquidation of Diesel Gallons
Disc date Status P Paid
Disc basis 0 Voucher
Disc percent 000 Warrant 063025F
Net amount 1,054.67 Inv date 06/30/2025
Retainage 00 [(CDetails ) Due date 07/30/2025
Work Order/Task 0
Payment meth N Normal Dept/Loc 4117
Check no 260303 Special handiing

Display comments associated with this invoice. (C)

The content manager opens and shows the details.

Content Manager @D Classic Viewer
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Documents v A AP Invoice - 958487 v A Document Information v 7
Filter by: Q' 1 I ( ) 3 [:E Attachment Filename
a
Date Key1 Key2 DocType . - -
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You can also click on encumbrance folder to see the po’s that affect the account.

Account Inquiry [Town of Windsor Locks, CT]

Account Inquiry [Town of Windsor Locks, CT]

Object 56265
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Yr/Per 2025/01
Original Budget
Transfers In
Transfers Out
Revised Budget
Actual (Memo)
Encumbrances
Requisitions
Available

Percent used

1o0f2 <

A

DIESEF

=)

Current Year Hi

Fiscal Year 2025
5,000.00
.00
.00
5,000.00
210.93
.00
.00
4,789.07
4.22

Type Expense

Rollup @

NY Rollup ]

Sub-Rollup @
story 4 Year Graph History Graph

(w]w]le) (w)[uu]

Fiscal Year 2024

7,000.00 [ 8
00 (m]
00 (m]

7,000.00

374596 [
.00 ()

3,254.04
53.51

Display detail information for current account.
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Then select the po you wish to review.

Account Detail
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Account Inquiry [Town of Windsor Locks, CT] > Account Detail

org 10420374  Object 56265 Project Account 1005.42.4203.0000.420300.7400.000.56265.0000000.
Account Description DIESEL FUEL

Posted YR/Per Journal | Eff Dt Post Date src Refl PO/Ref2 Ref3 Ref4

Y 2026/01 814 07/31/25 10/05/25 POE 002890 26000716 PO ENT/PRF

Y 2026/01 813 07/31/25 10/05/25 POE 002185 26000715 PO ENT/PRF

Vendor
DIME OIL CO LLC
EAST RIVER ENERGY



It then opens the PO.

Purchase Order Inquiry [Town of Windsor Locks, CT]
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Account Inquiry [Town of Windsor Locks, CT] > Account Detail > Purchase Order Inquiry [Town of Windsor Locks, CT]

Main Terms/Miscellaneous

Purchase Order Details

Dept/Loc 4340 BUILDINGS

GL effective date 07/31/2025

Fiscal year 2026 period 01
PO number 26000716

General commodity

General description DIESEL 2025-2026

[GNotes ] [DReceiving | (B Invoices
Vendor Details

Vendor 2890

Name DIME OIL CO LLC

PO mailing 0

PO BOX 11125
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Buyer

Jason Lathrop

Inspector
Receive By

Approved

Shipping Details

Ship to TWNHLL
TOWN HALL
50 CHURCH STREET
WINDSOR LOCKS
Email
- - ewm = = .

Status

Entered
Needed By
Expire

Last Changed

cT 06096
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