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Banner 9 Finance Self Service

Finance Query Options
Budget Status by Account
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2. From the Select Query Type Menu, choose Budget Status by Account and Chart.

NOTE
xChartdefault is C
X

Note: For definitions of the Select Query Type options, see the Appendix.

3. Choose:
A. Fund, Organization and Program
X If you don't get the amounts you expect, remove the Program

X Once a Value is added,  will display next to it. Click to remove automatically
populated values before proceeding

OR

B. Use an Index in place of the
Fund, Organization and
Program.

x Click by Fund,
Organization, and Program
if any are populated before
choosing an Index. The
Indexwill populate the
FOAPAL information for
you; these can be set up via
request to Accounting
Services.)

4. Use the scroll bar (1) to enter
additional parameters
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5. Be sure that Include Revenue Accounts is checked (when reviewing Foundation accounts,
you may wish to uncheck this).

Activity Location
I L
Choose Activity X Choose Locafie =
.. ;
Fund Type Accour =y
yP | cian y
Choose Fund Type: v . Choose Account, Type e

Commitment Type

All . 2 .mn_ch:_ s sniinaun 3

e JLRE ( ) R O ) |
mscal vear Fiscal Péeriod

I 2018 R e

6. Choose the Fiscal Year and Fiscal Period.
For information on Fiscal Period dates, see the Appendix.

7. Scroll down to check the appropriate Parameters for your query:

Note: For definitions of the Parameters see Appendix or hover over for definitions.
8. Click
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9. The page will refresh, displaying the results for the selected parameters:

10. Click
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16.The Download icon puts the query results to an Excel _
spreadsheet: T Emﬂme
- I | ‘ou have

: chosen to open:

- T

a. If prompted, the default is to open the spreadsheet
(without saving) S—

b. Choose “Save File” to retain results ! i o T

c. Consider marking the box to do this automatically in the
future after you have chosen a or b.

17.When reviewing the results received, any result displayed in blue font can be clicked to reveal
more information (drill-down) or get a list of documents that contribute to the amount:

18.Click on a specific Document Code to view the document from the accounting information
displayed above. Click  for related information.

Note: Document Code lists the various document types (i.e. requisitions, invoices).
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Create a Calculated Column
a. On the
screen
displaying your
results, click

b. Type a name for your column.
c. Choose a column for your calculation (does not have to be included in

query).

d. Choose the appropriate sign for your
calculation

e. Choose the other column for your calculation
f. Select where the new column should display
g. Click Compute

Your calculation will appear after the column you chose in step six:
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Budget Quick Query
Repeat steps 1-8, selecting Budget Quick Query from the Select Query Type Menu.

) B

o

Note:
The Budget Quick
Query is a snapshot
at the moment.
Drill-down options
o _arenot available

‘ using this query.

9. The Adjusted Budget amount from 71000B General Operating Budget Pool is your
beginning balance. To determine what your actual available balance is, you must subtract all
other expense account numbers (those beginning with “7”). Remember to scroll to see all
expense account numbers or export the data using  so you can use Excel to calculate the
balance.

Encumbrance Query
Repeat steps 1-8, selecting Encumbrance Query from the Select Query Type Menu.

9. Note that items in blue reveal additional information for drill-down details. Please note: Some
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10. By Clicking on a Document Code (previous image), you can see the details contributing to the
summary total on the previous screen.

11. Click to reveal invoices, purchase orders, etc.

Multi Year Query

Repeat steps 1-7, selecting Multi Year Query from the Select Query Type Menu. Remember, this
query is for use with grants only. Use the Comparison Fiscal Year and Fiscal Period options for
Budget Account Status or Organizational Hierarchy Status reports for similar results.

8. Choose the date range and parameters, then click SUBMIT. . :
hover for calculation information

orsgel uuﬁg Ledger

cy, ! * "
Date Fitii=® -

9. The page will refresh, displaying the results for the
selected parameters.

I VTR ETRTY PGaY Sy '“‘;"[_&; o
i &)

10. From this screen you are able to sort by any column, edit parameters previously chosen, share
and save the query (set as favorite), and also download to an Excel document.
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Payroll Expense Detail
Repeat steps 1-4, selecting Payroll Expense Detail from the Select Query Type Menu.

5. Select Additional Parameters and click SUBMIT.
o4 - -

6. The page will refresh, displaying the results for the selected parameters.

7. From the screen above, you are able to sort by any column, edit parameters previously chosen,
share and save the query (set as favorite), and also download to an Excel document.

Exiting Self Service

Sign Out prior to closing the browser (you must click for the Sign Out option, hover does not
display the option):
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