
Expenditure Adjustments 
• A.   Identify expenses that you need to move. Gather information: PO number, vendor, items to be moved, 

amount, account numbers  (“from” and “to”). 
• B.   Run a query to verify that POs/items were paid. Highlight items to be moved. 
• C.   Fill out expenditure adjustment form.  
• D.   Forward expenditure adjustment for Principal’s/Supervisor’s approval. 
• E.   Submit expenditure adjustment to Fiscal Services.  Attach query as back up. 
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A.   Gather information 



1.   Run Query:  Main > Reporting Tools > Query > 
Query Viewer 

 

2.   On Query Name, Type:              
FAR_AP_SUBLEDGER 

3. Click Search 

4. On FAR_AP_SUBLEDGER_DETAILS : Click  
Favorite 
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B.   Run Query 



5. My Favorite Queries is added in the bottom. It  
is easily accessible for future use. 

6. On the query that you need to use, click on 
HTML. 

7. Set parameters.  District should be 005100. 

8. Click View Results.    
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You can type  PO 
# if you want to 
see specific PO 
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9.  Print  this screen in landscape 
10.  Highlight information on items 

you need to move. In this 
example, the last item on site list 
(PO 4285) is not showing on 
query.  This means no payment 
has been made.  
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Debit:  New account to be       
charged (Move expenses 
“to”) 
 
Credit:  Account previously 
charged (Move expenses 
“from”) 
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C.   Fill out  Expenditure 
Adjustment Form 

D.   Must be signed by 
Principal/Supervisor 



E. Submit expenditure adjustment using 
this as back up. 
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