
STEPS FOR REVIEWING FUNDS FOR YOUR LIBRARY 

1. Click on Selection Pub 1 on toolbar 

2. Click Funds wizard on the left hand side 

 
3. Click on Review all Funds    

4. If Session settings  window opens  just click OK at the bottom 

5. On the “Review all Funds” screen, do the following 

a. Change “Type” to “Fund Level” 

b. Change “Fund Level 3” to “Funding” 

c. Change “Fund Level 1” to your library (e.g. SGDUC, SGRED, etc) 

d. Change “Fiscal Cycle” to the present year if it does not appear that way already 

 



6. Click Search 

7. A list of funds for your library will appear on the bottom portion of the screen, broken down into 

the following categories: 

a. Cash Balance: Total budget minus what has been paid.  Does not take into account 

amounts which are encumbered or invoiced. 

b. Free Balance: This is how much you have left to spend in the fund.  Takes into account 

everything which has been paid or encumbered for that fund.  Budget Amount subtract 

Paid Amount subtract Encumbered subtract Invoiced = Free Balance.   

c. Budgeted: The total amount budgeted for that fund. 

d. Encumbered: Money committed to be spent for that fund.  In other words, items which 

are on ‘on order’. 

e. Invoiced: Amounts invoiced by Shortgrass staff in WorkFlows which have not yet been 

paid. 

f. Paid: Amount paid to vendors out of that fund. 

 

 

 

 

 

 

 

  

 


