
From your home screen, click Budgetary Control, then Budgetary Control. 

 

 

From the Budgetary Control Dashboard, click View, Budget Account Group, then select TWU Monthly Budget. 

 

 

You’ll need to know, or have a good idea, of when your expenses posted to retrieve the necessary IDT screenshot. Select 
the appropriate month as shown below. If you follow the rest of the instructions and don’t see the expense you’re 
looking for, you may have to come back to this stage to select a different month. 

 

 

 

 

 



Start selecting the appropriate account string for the expense needing to be transferred. Click All Fund Class link to drill 
down funds. 

 

Click All Fund Source link to drill down fund sources next to your fund. 

 

Click All Department link to drill down department codes next to your fund/fund source. 

 

 



Click All Account Values link to drill down natural account codes next to your fund/fund source/department. At this 
point, if you’re unsure of what natural account your expense was posted to, you can also click on the Consumption 
amount link on your fund/fund source/department line (blue outline – scroll to end of tutorial for further instruction on 
using this option). 

 

 

If you know your fund/fund source/department/natural account, from this screen you can select the Consumption link 
dollar amount. 

 

 

 

 

 



 

From Review Budgetary Control Balances, click on the Expenditures link dollar amount to see posted expense. 

 

 

Screenshot as shown below, highlighting the budget account, date, transaction and amount. Highlight multiple lines as 
needed. Do this for each expense needing to be moved or corrected and send via email to Financial Services, 
finservicesIDTs@twu.edu.  

 

 

 

 

 

 

 

 



If you were unsure of what natural account your expense posted to and clicked the blue outlined Consumption link as 
explained above, you will see this screen to choose from different natural accounts/amounts to find your expense. Click 
any dollar amount link in the Expenditure column to see transaction detail for that natural account. 

 


