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Account Profile 
 
Account Profile displays detailed transaction information for accounts to which an individual has 
access in the District’s financial records. This area is particularly useful to view batch activity 
and historical purchasing card transactions.  
 
The menu path for the Account Profile is Financial Management, Account Management, 
Account Master, and Account Profile.  
 

 
 
 

 

Click 
Account 
Profile 

Click Account 
Management 

Type in the 
account. 
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Available Funds 
 

 
 
 

 

Available Funds is the amount 
available in an account to use 
from the current budget.  
 
Note: This field includes an 
account’s batch activity that has 
not yet been posted.  

Click on the Available Funds 
amount to access the Break 
Down of Available Funds 
screen.  
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Batch Activity 
 

 
 
 
 

Batch Activity includes the 
account’s activities for a given 
fiscal year that have been 
submitted but have not yet 
been posted to the account.  

Note: The Batch Amount for each 
activity source to the batch activity 
amount shown in the Break Down of 
Available Funds on the previous page.  

Click View to see 
detailed information on 
a source’s batch activity.  

 The Break Down of 
Available Funds provides 
useful information of how 
the total available amount is 
calculated.  
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Click Post Date to 
sort the column  

The items without a Post Date 
comprise current batch activity.  
 
Note: Disbursed Cost of batch 
activity items totals batch amount on 
previous page.  



04/26/2017  pg. 5 

Credit Card 
 

 
 

 
 

 
 
 

Credit Card includes the 
account’s p-card activities 
and supplemental 
information such as notes 
and attachments.  

Click View to see 
detailed information on 
a p-card transaction.  

Click the arrow to the left of 
the transaction date to view 
detailed information about 
the p-card transaction. 

Each of the sub-areas can 
be expanded by clicking the 
arrow or using the link to 
Expand All.  
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Click Attach to view 
attached receipts, 
invoices, and other 
backup documentation.  
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