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Chapter 1 – General Ledger Chart of Accounts 
 
 
1.1. Chart of Accounts and Components philosophy and usage: 
 
The Chart of Accounts (hereafter “Chart”) is how the District classifies and segregates 
expenses and revenues into the appropriate categories for federal, state and local 
reporting.  The Chart structure has dramatically changed from the current IFAS structure.   
 
We now have a 25 digit Colleague/Datatel GL Account number {hereafter” 
(GL.ACCT”.).The GL.ACCT consists of each one of the components.   
 
FF-PPPP-TTTTTT-DDDDD-OOOO 
 
Note the hyphen separator is for display purposes only and does not need to be used when 
entering a GL.ACCT.   
 

Example: The President’s office at Santa Ana College needs to purchase supplies, 
the Datatel String for this purchase would be:  11-0000-660000-11100-4610  

 
Each component has its own meaning and function as follows: 
 
Fund – identifies the major source and use of the funds.  We have several different funds, 
such as: General Fund (both Unrestricted and Restricted), Bond Fund, Capital Outlay 
Fund, Child Development Fund, Self-Insurance Funds, Student Financial Aid Fund, 
Bookstore Fund, etc.  Primarily most users will only be utilizing either the General Fund 
Unrestricted (Fund # 11) or the General Fund Restricted (Fund #12).  The difference 
between the Unrestricted and Restricted designation is whether the allocations are 
discretionary in nature, thus unrestricted, or for a specific purpose, grant, project, etc., 
thus restricted. 
 
Project – identifies the specific purpose of the funds.  The Project will only be used 
when it has been determined that we need to track a specific item separately, as the case 
with grants, special projects, health services and parking.  The Project numbers have been 
created so that the first digit of the number has the following meaning:  

 
 
District Funds only: 

1 - Federal programs 
2 - State programs 
3 - Local and/or District designations 
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 Auxiliary Funds only: 
6 - ASB or Bookstore activities 
7 - Diversified Trust programs 
8 - Diversified Agency programs 

 
 Foundation Funds only: 

9 - Foundation activities 
 
TOPS (Taxonomy of Programs) – identifies the function/activity of the particular 
expenditure.  The TOPS code will only be used in conjunction with expenditure object 
codes.  These numbers are developed and updated by the State System Office and should 
be used consistently with the TOPS code assigned to classes for program purposes.  The 
designations are either for instructional purposes or administrative and support purposes. 
 
Department – identifies the specific department or division responsible for the 
expenditure.  These closely follow our organization charts; although they are not meant to 
be an organization chart.  The Department numbers have been created so that the first 
digit of the number has the following meaning: 
 
  1 – Santa Ana College 
  2 – Santiago Canyon College 
  5 – District Operations 
 
Object – classifies the expenditure, revenue, asset, liability or fund balance into smaller 
pieces that identifies the type of expenditure, the source of the revenue or the designation 
of the asset, liability and fund balance.  Objects are grouped within the following GL 
Classes where the first two digits have the following meaning: 
 
 Expenditures: 
  11 – Academic Instructional Salaries, Regular Pay 
  12 – Academic Non-Instructional Salaries, Regular Pay 
  13 – Academic Instructional Salaries, Non-Regular Pay 
  14 – Academic Non-Instructional Salaries, Non-Regular Pay 
  21 – Classified Non-Instructional Salaries, Regular Pay 
  22 – Classified Instructional Aides Salaries, Regular Pay 
  23 – Classified Non- Instructional Salaries, Non-Regular Pay 
  24 – Classified Instructional Aides Salaries, Non-Regular Pay 
  31 – STRS 
  32 – PERS 
  33 – OASDHI, Medicare and PARS 
  34 – Health and Welfare Benefits 
  35 – State Unemployment Insurance (SUI) 
  36 – Workers’ Compensation 
  39 – Other Employee Benefits 
  41 – Textbooks 
  42 – Other Books 
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  43 – Instructional Supplies 
  45 – Maintenance Supplies 
  46 – Non-Instructional Supplies 
  47 – Food Supplies 
  51 – Personal and Consulting Services 
  52 – Travel and Conference Expenses 
  53 – Dues and Memberships 
  54 – Insurance 
  55 – Utilities and Housekeeping Services 
  56 – Rents, Leases and Repairs 
  57 – Legal, Election and Audit Expenses 
  58 – Other Operating Expenses and Services 
  59 – Other 
  61 – Sites and Site Improvements 
  62 – Buildings 
  63 – Library Books 
  64 – Equipment 
  71 – Debt Retirement (Long-Term Debt) 
  72 – Intrafund Transfers Out 
  73 – Interfund Transfers Out 
  74 – Other Transfers 
  75 – Student Financial Aid 
  76 – Other Student Aid 
  79 – Reserve for Contingencies 
 
 Revenues: 
  81 – Federal Revenues 
  86 – State Revenues 
  88 – Local Revenues 
  89 – Other Financing Sources 
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1.2 Chart of Accounts Inquiry 
 
The General Ledger Account Inquiry (GLCI) inquiry form is useful to view a complete 
GL Account number with each of the component descriptions displayed.   GLCI form is 
accessed by entering GLCI in the Quick Access box or by double-clicking on the GLCI 
icon under the CAM – (Chart of Accounts Maintenance) folder in the General Ledger. 
 

 
 
A GL Account Lookup dialog box will appear.  Enter the complete GL Account number, 
or do partial lookup.  In the following screen example a partial lookup example is as 
follows:    …19620… 
 
NOTE:  If you enter a complete GL Account number, the hyphen delimiters do NOT 
need to be entered. 
 



GL Training for End Users 7 

 
 
After you input, click OK to proceed.  The following example shows the results of this 
lookup.  This is known as the General Ledger Resolution screen.   To select a GL 
Account, click the button to the left of the desired GL account and then click on Save  
(this is the diskette icon). 
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The display on GLCI is as follows: 
 
 

 
 
Exit GLCI by clicking on the Red X at the top of the form. 
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Chapter 2 – Datatel Inquiry Forms 
 
2.1 GL Account Balance Inquiry (ACBL) 
 
Use ACBL to determine the amount of funds available for a specific account, as well as 
to inquire into activity of the account.  ACBL displays information in summary format.  
ACBL can be accessed either by entering the letters ACBL in the Quick Access box and 
clicking on Go, or by double clicking on the ACBL icon on the GL menu 
 

 
 
 
A GL Account Lookup dialog box will appear.  Enter the complete GL Account number, 
or do partial lookup.  In the following screen example a partial lookup example is as 
follows:    …19620… 
 
NOTE:  If you enter a complete GL Account number, the hyphen delimiters do NOT 
need to be entered. 
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After your input, click OK.  The following example shows the results of this lookup.  
This is known as the General Ledger Resolution screen.   To select a GL Account click 
the button to the left of the desired GL account and then click on Save (the diskette icon). 
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The ACBL form appears with the cursor in the GL Account Lookup dialog box.  Enter 
the GL account number or do a partial lookup and click OK. 
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You will then be prompted to enter the Fiscal Year.    In Colleague, the fiscal year is 
defined as the year in which the last day of the college’s fiscal year occurs.  Thus, with a 
June 30, 2007 year-end date, the fiscal year is 2007.    
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The following fields display information on the form: 
 

 
 
Fiscal year and Account Status – Fiscal Year is the year specified and Account Status 
will display Open, Authorized or Frozen. 
 
Allocated Budget – Displays the amount of budget for the account.  This amount may 
represent the Approved Budget plus or minus revisions.   Detailing on the button to the 
right will display the budget transactions posted to the account. 
 
Actuals – Displays actual amounts from transactions charged to the account.  Detailing 
on the button to the right will cause a display of the transactions that have been charged 
to this account, on the GLAI (GLA Transaction Inquiry) form.  Note that on this form 
you can filter your search to a time range or General Ledger source code if desired.  The 
following is an example of this.  Note that in this example there are two journal entries 
posted.  In the case of journal entries, you can further detail to the GLJI (General Ledger 
Journal Entry Inquiry) form for more details.  You can also detail on vouchers charged 
from Accounts Payable processing to the VOUI (Voucher Inquiry) form.  From this form 
there are also hooks to any related Purchase Orders or Requisitions. 
 
 



GL Training for End Users 14 
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Here’s the GLJI – General Ledger Journal Inquiry form for one of these items. 

 
 
Encumbrances – Displays amounts committed via Purchase Orders.   Detailing on the 
button to the right will take you to the ENCI (Encumbrance Inquiry) form that will 
display all of the encumbrances (typically Purchase Orders) that make up the total.  You 
may detail on any of the encumbrance lines which will take you to the PINQ (Purchase 
Order Inquiry) form, and then also the PIIN (Purchase Order Item Inquiry) form for more 
details. 
 
Unencumbered Balance – Displays the amount of budget that has not been spent or 
formally committed. 
 
Requisitions – Displays requests to use funds that have not yet been approved or turned 
into formal Purchase Orders.  Once a requisition is converted to a Purchase Order the 
amount will be removed from the Requisitions line and will be part of the Encumbrances 
line until payment is made.  Detailing on the button to the right will take you to the 
GLRQ form to see what Requisitions make up the total.  You can detail further on an 
individual Requisition to the form RIIN (Requisition Item Inquiry). 
 
Available Funds – Displays the amount of available funds considering Requisitions. 
Budget Officer – Displays the name of the primary Budget Officer if assigned. 
Exit the ACBL form by clicking on the RED X icon. 
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2.2 GL Account History Inquiry(AHST) 
 
Use AHST to view summary account history for multiple fiscal years. 
 
Access AHST by entering in the Quick Access box and clicking on Go or by double-
clicking on the AHST icon on the menu. 
 
 
Enter the GL Account number, or perform a partial GL Account lookup in the dialog box 
and click OK to proceed. 
 
The form will display with summary information for Budgets, Opening Balances (for 
Balance Sheet accounts only), Actuals, Encumbrances, Ending Balances and 
Uncommitted Funds.  There is no detailing into detail screens from this form. 
 
To exit click on the RED X icon. 
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Chapter 3 – Datatel General Ledger Reports 
 

3.1 List GL Activity (LGLA) 
 
Use LGLA to view and print activity for a GL account or group of accounts.   LGLA can 
only report on Budgets, Actuals or Encumbrances separately.  Access LGLA by entering 
LGLA in the Quick Access box and clicking on Go, or by double clicking on the LGLA 
menu item. 
 

 
 
 
When bringing up the LGLA form the cursor will be in the Fiscal Year box.   If the 
current fiscal year is appropriate, press Enter, or change to a different Fiscal Year if 
desired.  The starting and ending dates for the fiscal year will be populated automatically.  
You can modify the dates to narrow the report if desired. 
 
Enter the selection of (A)ctuals, (B)udgets or (E)ncumbrances and press ENTER. 
 
Include GL Accounts – Enter the GL Account Number or numbers.  When this entry is 
complete, tab to the next field. 
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Include Source Codes. – No entry is needed, unless you wish to further narrow your 
inquiry/report.   Clicking on the dropdown arrow will display the Source Codes for each 
of the three types of transactions. 
 
Proceed with the Report by entering Y in this box, the SAVE and UPDATE. 
 

 
 
Proceed with the Report by entering Y in this box, the SAVE and UPDATE. 
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The LGLA Output Device form appears. 
 
Output Device – Enter  H (HOLD/BROWSE) to direct output to your screen.    
Alternately accept the default code of P (Printer) if that is your choice. 
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Here’s the output directed to the screen. 
 

 
 
The data displayed includes the GL Source Code, Reference Number, Description, 
Transaction Date, Debit or Credit Amount and Totals for both the period requested as 
well as a cumulative total for the Fiscal Year. 
 
Click on the Local Printer Icon (second from the right) to direct the screen output to your 
local printer. 
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3.2  Summary Account Availability (GLSA) 
 
The GLSA report is a summary Budget/Variance report that compares Actuals and 
Encumbrances to Budget and displays the amounts of each along with any available or 
overspent budgets.  The report has options to list all accounts, accounts with budget 
availability, or only overspent budgets.  The report can be sorted and sub-totaled by any 
structural component of the GL account number, as well as other attribute fields 
associated to the account. 
 
GLSA is accessed by entering it into the Quick Access box and clicking on Go, or by 
double-clicking on it’s icon under the GLB folder in the General Ledger. 
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The GLSA form appears with the Fiscal Year and Calendar Ending month populating 
from the oldest open fiscal period.   
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Fiscal Year – Press Enter to accept the year or enter a new value.  This report can access 
any fiscal year’s data, provided it is on the system. 
 
Calendar Ending Month of – Press Enter to accept the month or enter a new value. 
 
Include accounts that have – Select one of the following options: 

• B for Accounts that have budget available 
• M for Accounts that have precisely met the budget 
• E for Accounts that have exceeded the budget 
• A for Accounts with any of these statuses 
 

GL Account Definition – Click on the detail button to the right.    The GL Standard 
List/SSelect form appears. 
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Click the Detail Button to the right of the Select/List field.  The Envision Statement 
Generator form appears. 
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Inc/Exc – Define which specific GL components to include as filters for the report. 

• Enter I on a line in order to select a component value 
• Enter E on a line in order to exclude a component value 
• No entry implies that all values of this component will be selected 

 
Prompt for additional selection criteria?  In most cases enter an N in this field, and then 
press SAVE.  When the Update/Cancel/Return dialog box appears click Update. 
 
You are returned to the Standard List/SSelect from with cursor in the Sort field.  Click on 
the Detail Arrow 
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The CSPS – Change Sort Specification form appears. 
 

 
 
Note the default order of the major GL Account components are listed in the Field Name 
column. 
 
Sequence – Accept the default of BY 
 
Break – Enter a Y in at least one of fields.   The first Y (from the top down) indicates 
where a Page Break and Grand Total will appear.  Every subsequent Y will result in a 
sub-total on the report.   This page may be modified in order to run Ad Hoc reports where 
different components may have higher significance for the purposes of that running of the 
report.  The default order will stay the same for subsequent report requests. 
 
Click SAVE. 
 
The Update/Cancel/Return dialog box appears.  Click Update. 
 
The GL Standard List/SSelect screen re-appears with the cursor in the Verify Criteria 
field. 
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Verify Criteria – Typically enter N.  An entry of Y will only display the  accounts that 
have met your selection definition. 
 
Press Enter or click Save. 
 
The Update/Cancel/Return dialog box appears.  Click Update. 
 
The GLSA form appears with the cursor in the Detail or Summarize Poolee Accounts 
field. 
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Detail or Summary Poolee Accounts – Typically accept the Default value of S 
(Summary).  This field only applies to when the concept of Pooled Budgeting is used.  
Enter D in order to view the details of an account that is part of a budget pool, or S to 
view the summary version. 
 
Proceed with the Report – Enter Y 
 
Press Enter or click Save. 
 
The Update/Cancel/Return dialog box appears.   
 
Click Update. 
 
The Output Device form will appear.  Change the Output Device to H in order to view on 
the screen or accept P to Print. 
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Click Save. 
 
The Update/Cancel/Return dialog box appears.   
 
Click Update. 
 
The Execute in Background mode form appears.  Accept the Default of (N). 
 
The Update/Cancel/Return dialog box appears.   
 
Click Update. 
 
The report generator screen will appear.  You may need to click on FINISH to go to the 
report.  
 
If you directed the Output to the Screen you will see the Report Browser. 
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To print locally click the Local Printer icon (second from the right). 
 
To Save as a Text file, or to another media click on the Folder Icon. 
 
To Exit the Report Browser, click on the RED X in the upper left hand corner. 
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3.3 GLBR – Annual or YTD Budget Report (GLBR) 
 
Use GLBR – Annual or YTD Budget Report form to run a report for budget line items 
(typically GL Classes of revenues or expenses) that compares the Annual or YTD 
Allocated Budget to year to date actual and encumbrances.  This report also displays a 
column of the current month’s activity.   The difference between the Annual or YTD 
Budget is the budgeting methodology used.  Rancho Santiago Community College 
District uses Annual budgeting.  
 
GLBR is accessed by entering it into the Quick Access box and clicking on Go, or by 
double-clicking on it’s icon under the GLB folder in the General Ledger. 
 

 
 
 
The GLBR – Annual or YTD Budget Report form appears with the cursor in the Fiscal 
Year field.   This defaults from the oldest open fiscal period on the system, however it 
can be changed 
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The required fields on this form are: 
 Include accounts that have… 
 GL Account Definition… 
 Proceed with the Report. 
 
Press enter to move from field to field. 
 
Fiscal Year – Press enter to accept the default date, or enter a new value.  This new value 
may be a prior fiscal year. 
 
Annual or YTD Budget – Enter A for the Annual report, or Y for YTD.   
 
Calendar Ending Month of – Press Enter to accept the current month or new a new value. 
 
Include accounts that have – enter one of the following values: 

• B for accounts that have budget available 
• M for accounts that have met the budget precisely 
• E for accounts that have exceeded the budget 
• A for accounts with all statuses 
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GL Account Definition – Click on the detail button to the right.  The Standard 
List/SSelect form will appear. 
 

 
 
Use this form to define the selection criteria for GL Account numbers to include in the 
report. 
 
Inc/Exc – Include /Exclude boxes to the left of each of the rows. 

• Enter an I to include a GL Component or sub-component 
• Enter an E to exclude a GL Component or sub-component 

 
Then enter the GL Component values you wish to include on the appropriate line. 
 
Prompt for additional selection criteria?   Enter N. 
 
Press Enter or click on Save. 
 
Click on Update when the Update/Cancel return dialog box appears in order to proceed. 
 
You will be returned to the GL Standard/SSelect form.   Click on the detail button to the 
right of SORT in order to define the sort and break criteria for the report.  This is a 
required field. 
The CSPS – Change Sort Specification form will appear. 
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Note the default order of the major GL Account components are listed in the Field Name 
column. 
 
Sequence – Accept the default of BY 
 
Break – Enter a Y in at least one of fields.   The first Y (from the top down) indicates 
where a Page Break and Grand Total will appear.  Every subsequent Y will result in a 
sub-total on the report.   This page may be modified in order to run Ad Hoc reports where 
different components may have higher significance for the purposes of that running of the 
report.  The default order will stay the same for subsequent report requests. 
 
Click SAVE. 
 
The Update/Cancel/Return dialog box appears.  Click Update. 
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The GL Standard List/SSelect screen re-appears with the cursor in the Verify Criteria 
field 
 

 
 
Verify Criteria – Enter a Y to see a list of the GL Accounts that the selection criteria 
yields, then Save and Update 
 
or 
 
Enter N to just proceed with verification, then Save and Update. 
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The GLBR – Annual or YTD Budget Report reappears with the cursor in the Detail or 
Summarize Poolee Accounts field. 
 

 
 
Detail or Summarize Poolee Accounts – Enter either of the following two values: 

• S – Summarization of any Pooled budgets and associated accounts 
• D – Report will include details of any Pooled Budget accounts and the 

associated accounts 
 
Currently RSCCD is not utilizing Pooled Budgeting.  Therefore enter S. 
 
Show Individual GL Accounts – Default is Yes.    
 
Accepting Yes will show all of the GL Account numbers as selected. 
 
Entering No will suppress the GL Account numbers and only show totals as defined on 
the SORT screen of GLBR. 
 
Proceed with the Report.   Enter or Accept Yes, Save and Update to run the report. 
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The Output Device form will appear.  Change the Output Device to H in order to view on 
the screen or accept P to Print 
 

 
 
Click Save. 
 
The Update/Cancel/Return dialog will appear.   
 
Click Update. 
 
The Print Mode screen will appear.    
 
Click Save. 
 
The Update/Cancel/Return dialog will appear.   
 
Click Update 
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The GLBR – Annual or YTD Budget Report appears 
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3.4 Budget Status Report (GLBS) 
 
Use the GLBS – Budget Status Report form to generate a report for all detailed 
transactions for selected GL Accounts for a specific period of time.   This report is best 
executed in Detail Mode, but may be run in Summary mode. 
 
GLBS is accessed by entering it into the Quick Access box and clicking on Go, or by 
double-clicking on it’s icon under the GLB folder in the General Ledger. 
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The GLBS – Budget Status Report form appears with the cursor in the Fiscal Year field.   
This defaults from the oldest open fiscal period on the system, however it can be 
changed. 
 

 
 
The required fields on this form are: 
 Detail or Summary 
  If Detail, then Starting Transaction Date and 
                                                Ending Transaction Date 
  If Summary, then Calendar Ending Month of 
 GL Account Definition… 
 Proceed with the Report. 
 
Press enter to move from field to field. 
 
Fiscal Year – Press enter to accept the default date, or enter a new value.  This new value 
may be a prior fiscal year. 
 
Detail or Summary – In most case, this report is most useful when run in Detail mode.  
Enter D. 
 
The field Calendar Ending Month of – will be grayed out. 
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Starting Transaction Date – Default will be to July 1 for the fiscal year selected 
previously.  This can be overwritten in order to produce a detailed report for a selected 
smaller time period during the fiscal year. 
 
Ending Transaction Date – Press Enter to accept the current month or new a new value. 

 
GL Account Definition – Click on the detail button to the right.  The Standard 
List/SSelect form will appear. 
 

 
 
 
 
Use this form to define the selection criteria for GL Account numbers to include in the 
report. 
 
Inc/Exc – Include /Exclude boxes to the left of each of the rows. 

• Enter and I to include a GL Component or sub-component 
• Enter an E to exclude a GL Component or sub-component 

 
Then enter the GL Component values you wish to include on the appropriate line. 
 
Prompt for additional selection criteria?   Enter N. 
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Press Enter or click on Save. 
 
Click on Update when the Update/Cancel return dialog box appears in order to proceed. 
 
You will be returned to the GL Standard/SSelect form.   Click on the detail button to the 
right of SORT in order to define the sort and break criteria for the report.  This is a 
required field. 
 
The CSPS – Change Sort Specification form will appear. 
 

 
 
Note the default order of the major GL Account components are listed in the Field Name 
column. 
 
Sequence – Accept the default of BY 
 
Break – Enter a Y in at least one of fields.   The first Y (from the top down) indicates 
where a Page Break and Grand Total will appear.  Every subsequent Y will result in a 
sub-total on the report.   This page may be modified in order to run Ad Hoc reports where 
different components may have higher significance for the purposes of that running of the 
report.  The default order will stay the same for subsequent report requests. 
 
Click SAVE. 
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The Update/Cancel/Return dialog box appears.  Click Update. 
 
 
The GL Standard List/SSelect screen re-appears with the cursor in the Verify Criteria 
field 
 
Verify Criteria – Enter a Y to see a list of the GL Accounts that the selection criteria 
yields, then Save and Update 
 
or 
 
Enter N to just proceed with verification, then Save and Update. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



GL Training for End Users 44 

The GLBS – Budget Status Report form reappears with the cursor Proceed with Report 
field. 
 

 
 
Proceed with the Report.   Enter or Accept Yes, Save and Update to run the report. 
 
The Output Device form will appear.  Change the Output Device to H in order to view on 
the screen or accept P to Print 
 
Click Save. 
 
The Update/Cancel/Return dialog will appear.   
 
Click Update. 
 
The Print Mode screen will appear.    
 
Click Save. 
 
The Update/Cancel/Return dialog will appear.   
 
Click Update 
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The GLBS – Budget Status Report appears. 
 

 
 
 
 


