Budget Queries

You may view your up-to-date Organization Status Report
by using Budget Queries on SSB.
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1. Click on Budget Queries on the SSB Finance menu
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Budget Queries

P Ta create a new query choose a query type and select Create Query. To retrieve an existing quary choose a saved query and select Retrieve Query.

Create a New Query

Type | Budgat Quick Query v
Retrieve Existing Query
Saved Query Mome w

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Termnplate ]

RELEASE: 7.2

2. Select Budget Quick Query to easily view your status report and click on Create
Query.
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Budget Queries

‘P Enter a value in either the Organization or Grant fields as well as the Fiscal Year and Chart of Accounts fields, If Grant is populated then resulting information is inception through the
end of the fiscal year, from Grant Ledger, Otherwise, all information retrieved is through the fiscal year to date.

Fiscal year: [2013 ¥
.m
Crganization

Location I  Commitment Type: E’MI -

[1 Include Revenue Accounts
Save Query as:

[] shared

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 7.2

3. Enter the M for Chart of Accounts then Fund, Organization and Grant (if
applicable) for the status report you want to view and click on Submit Query.
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Feport Parameters
Organization Budget Status Report
By Account
Period Ending Jun 30, 2013
As of Nov 21, 2012
(Chart of AccountsM ULM Chart of Accounts  [Commitment Type|all
Fund 11000 General Unrestricted|Program Al
Crganization 300105 Budget Officer Lactivity LAl
lacoount wall Location el
uery Results
Account|A it Title Adjusted get|Year to Date/Commit its|Available Balance|
601110 [Undassified Admin 182,523.00) 0,00 Q.00 182,923.00,
601230 |Student Labor 03 2,500.00) 0,00 0,00 2,500.00]
£02300 [Benefits &7, 666.00) 0,00 0,00 &7,5686.00]
702000 [Travel 1,000.00 0,00 0,00 1,000.00
703000 [Dperating Services) 2,500.00) 0.00 0,00 2,500.00!
704000 |Supplies FE0.00) 0,00 0,00 TE0.00]
Feport Total (of all records) 257,3659.00) 0,00 0,00 257,369.00

[ Budget Queries | Encumbrance Query | Approve Documents | Wiew Document | Delete Finance Template ]

RELEASE: 8.0

4. This option will provide a quick and easy status report. Scroll down and select
Next 15 to page through the query. You may choose to create another query by
clicking on “Another Query” in the lower left side of the screen.
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Budget Queries

P Ta create a new query choose a query type and select Create Query. To retrieve an existing quary choose a saved query and select Retrieve Query.

Create a New Query

Type | Budget Status by Account ~|
Retrieve Existing Query
Saved Query Mome -

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Termnplate ]

RELEASE: 7.2

5. To view more detailed information, select Budget Status by Account or Budget
Status by Organizational Hierarchy and click Create Query.
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Select the Operating Ledger Data columns to display on the report.

|Adopted Budget

Year to Date
Entc It ces

Reservations

Adjusted Budget
(Temporary Budget
A Budget
Save Query as:

A

O|0|=|0|0

=mEOOE

[] shared

Cantinue

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 7.2

6. Select all fields you want to view and click Continue.
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¥ For a Budget Query ta be successful, a user with Fund Organization query access must enter a value in either the Crganization or Grant fislds as well as the Fiscal Year, Perod, and
Chart of Accounts fields. If Grant information is gueried, all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date.

Fiscal year: [2013 % Fiscal period: ﬁq_v|
Comparison Fiscal year: |.Np_ng. .q! Comparison Fiscal period: i_NEf_\_B_ v!
Commitment Type: | an v
] index —
[t1000 | | |
|300105 | | |
! ] -
Account [ | (=
1

[ Include Revenue Accounts
Save Query as:

[ Shared

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Temnplate ]

RELEASE: 7.2

7. Always select Fiscal Period 14 to get up-to-date information, then enter the
Fund, Organization and Grant number. Click on Submit Query to view the
information.
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P 5alect a link in the Query Results list to retrieve detail infarmation for the specific item chosen. Select one of the Download options to download Budget Query data to & Microsoft
Excel spreadsheset, Calculate user defined columns for the query by making sslections from the Compute Additional Columns pull down lists,

Report Parameters
or ization Budget Status Report
By Account
Period Ending Jun 30, 2013
As of Now 21, 2012
Chart of AccountsiM ULM Chart of Accounts  [Commitment Type|all
Fund 11000 General Unrestricted|Program LAl
|Grganization 300105 Budget Officer lactivity LA
Jacoount Wl Location WAl
ery Results
Account|A it Title ¥13/PD14 Adopted FY13/PD14 Adjusted F¥13/PD14 Year to FY13/PD14 F¥13/PD14 Available
udget Budget Date [ itments Bal
601110 [Unclassified Admin 182,923.00) 168,748.00) 60,974,36 0.00) 107,773.64]
601160 [Unclass - Termination 0.00) 14,175.00] 14,175.00] 0.00)] 0.00)
601230 |Student Labor 03 2,500.00] 2,500.00) 945,14 0,00 1,553.86|
602300 [Benefits 67,586.00] &7, 686.00) 0,00 000 &7, 686,00
B02380 [Retirement - .00 000 14,877.76] 000 { 14,877.78)
Teach/ORF
602420 [FICA 0.00) 0.00) 20,23 0.00) { 20.23)
602430 [Medicare 0.00| 0.00) 1,054,47| 0.00) [ 1,054.47)
602460 |Group Health Ins 0,00 0.00) 4,893, 76| 0.00) { 4,893.76)
602465 |Group Life Ins 0,00 0,00 100, 00| 0,00 100,007
702000 [Travel 1,000.00] 1,000.00) 0,00 0.00) 1,000.00)
703000 [Operating Services 2,500.00| 2,500.00 0,00 0.00) 2,500.00]
7031532 |Quick Print Center 0.00) 0,00 B24.00] 0.00) { 824.00)
703341 [On Campus Repair 0,00 0,00 50,00 0.00) { 50.00)
703700 (Telephone & 0,00 0,00 83,93 0.00) ( 83.93)
Telegraph
FO39E0 Freight 0.00) 0.00) B0.31 0.00) ( 80.31)
Screen total [ 256,60%.00) { 256,609.00) ( 98,075.96) 0.00]
Funning total ( 256,603.00) { 256,605.00) ( 98,079.98)] 0.00|
Report Total (of all records) ( 257,369.00) ( 257,36%.00) ( 98,149.56) 0,00 |

Download All Ledger Columns | | Download Selected Ledger Calumns

8. You may drill down to specific information by clicking on any fields in maroon.
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Parameters
Organization Budget Status Detail Report

Summary Year to Date Transaction Report

Period Ending Jun 30, 2013

As of Nov 21, 2012

Chart of Accounts: (M ULM Chart of Accounts  [Cormmitment Type: &l

Fund: 11000 General Unrestricted|Program: Al

COrganization: 200105 Budget Officer LACTivity: Al

lacoount: 703153 Quick Frint Center |Location: Al

Document List

Transaction Date|Activity Date[Document CodeVendor/Tr ion Description|A Rule Class Code
Sep 30, 2012 |0ct 11, 2012 [FOOO4753 kCOP‘r' CHARGES FOR SEPT B24.00PE1E

Feport Total (of all records): B24.00

|awailable Budget Balance:|{ 824.00)]

Save Query as | |

[1 shared

Another Cuery

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delets Finance Template ]
RELEASE: 8.0

9. Continue to drill down to individual document information, if desired.
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Sefect Document

Detail Transaction Report
Document Type: Journal DocumentCommitment Type: Wl
Cocument Code; |[FOO04753 |Description: COPY CHARGES FOR SEPT
[Transaction Date: [30-Sep-2012
Accounting Information
Chart of Accounts|Fund [Grganization|A ccount/Program|Activity]Location| [Amount|Rule Class Code
il 11000[210105 703154 |11 287 .3Z4{Ele
M 11000[21010% 703154 |11 32.70)JE16
l 11000[220060 703154 |11 B2.65JE16
al 11000[220060 702154 |11 230.82[)E16
M 11000[220036 702154 11 264.08E18
M 11000[230020 703154 |11 138.360E16
il 11000{240025 703154 |11 24.000E16
il 11000[230010 703154 |41 114.2000E16
1 11000[220035 702154 |11 45 63JE1E
il 11000{300130 703154 |61 32.19))El6
il 11000[240010 703154 |41 159.27JE16
M 11000{210021 703154 |11 319.71JE16
l 11000(240015 703154 |11 B.10E18
il 11000{240045 702154 |11 121.80PELE
Wl 11000{240035 702154 |11 6. 48JELE

Save Query as | |

[ Shared
Another Quer

10. When you have drilled down as far as possible there will be no maroon fields on the screen.
Also in the lower left side will be a notation that there are no related documents available.

10
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T Choose an ewisting guery and select Retrieve Query or create a new guery. Select Submit Query to display the query results. For an Encumbrance Query to be successful, you must
enter a value in the Organization Field or the Grant Field.

Existing Query pope

Ve Quer

Fiscal year |2013 vi Fiscal period _.1_".?".,_'
v
v

w s R —
[12000 |  [activity) |
300110 | |
| | (FondTees)
[ | [Peourerime) |
]
Save Query as: |

Shared

0

[ Budget Queries | Encurmbrance Query | Approve Documents | View Document | Delete Finance Termplate ]

RELEASE: 7.2

11. Click on Encumbrance Query to look up Encumbrances for individual accounts.

11
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¥ 5elect a Document Cade link to display sccounting distnbutions for a specific document,
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Report Parameters

‘Organization Encumbrance Status Report

All Encumbrance Summary by Document, Account Distribution

Period Ending Jun 30, 2013

As of Nov 21, 2012

Chart of Accounts|M ULM Chart of Accounts  [Commitment Typelall

Furnd Code 11000 General Unrestricted|Program Code 61 Institutional Support

Crgn Code 300110 Computing Center |Activity Code Al

[account Code il Location Code wall

Query Results

Account{D Description (Original Encumbrance [Encumbrance ear to (Current 0 Cmt Type

Code G i Adjustments Liquidations ate G i Used

703342 |[FOO0SS97 (Dean Evans and 10,935.00 0.00) ( 10,935.00) 10,935.00| 0.00{100.00Uncommitted|
Assoclates Inc

703342 |[POOOG04E (AT, 23,302,00| 0,00 [ 23,302.00)| 23,302.00 0,00{ 100, 00|Uncommitted

703342 |[FOODE0S2 SOS Security 16,142.48 0.00) { 16,142.48)] 16,142.48] 0.00{100,00[Uncommitted|

703342 |POOOGESS [EM Corporation 5,270.00| 0,00 ( 8,270.00)] 8,270.00) 0.00]100.00Uncommitted|

703342 |POOOSZT0 COW Government LLC 41,040.00 0,00 { 41,040.00) 41,040.00) 0.00{100,00Uncommitted|

703342 |[POOOE3ES SAS Institute Inc E96. 60| 378.00| { B9E.60) 596,60 378.00] &4.82|Uncommitted|

703343 |POOOSS51 Cracle America, Inc. 2,564, 40 .00 [ 2,564.40) 256440 0,00{ 100, 00jUncommitted

703343 |[FOODSS53 ATET 2,315.60| 0.00) 0.00) 0.00) 2,315.60] 0.00Uncommitted

703505 [POOOG345 Unicon Ine 13,799.19 0,00 (13,799.19)] 13,799.19 0.00{100,00Uncommitted|

704100 |POOO&E2] Office Depot INC 158,16 0.00) { 168.16) 152.83] 0.,00{100.00Uncemmitted|

704102 [FOOOELEE CXTEC 5,000.00 0.00) 0.00) 0.00) 5,000.00( 0.00{Uncommitted|

704103 |POODEESE Integrated A\ Systems BE0.00 { 880.00) 0.00) 0.00) 0.00{  0.00Uncommitted
LLC

704110 |POODE49S [Unisource Worldwide INC 104.85 { 104.85) 0.00) 0.00 0.00{ 0.00Uncommitted|

704110 [FOOOSSSS Unisource Worldwide INC 96,70 0.00) { 96.70) 96,70 0.00{100.00Uncommitted|

705300 |POO0OS319 Dohn J Guth Associates 2,500,000 .00 ( 2,500.00) 2,500.00 0.00{100.00Uncommitted|
inc

707340 |POOOSESS Integrated Al Systems B,908.70| { B,908.70) 0.00) 0.00) 0.00 0.00Uncommitted|
LLC

Screen Total 136,723.68 { 9,515.55) (112,514.53)|119,499.20| 7,693.60| 93.95

Funning Total 731,910.13 ( 9,816.75) ( 714,39%9,78)|714,384.45| 7,693,680 98,53

Feport Total (of all records) 731,910.13 { 9,816.75) { 714,399.78)|714,384.45] 7.693.60| 98,93

12. You can also drill down for individiual encumbrances.

12
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T 5alect the Document Number link or the Document Code link to display the entire dacument.

Selected Docurnent

Encumbrance Detail Status Report

By Document, Account Distribution

Period Ending Jun 30, 2013

As of Nov 21, 2012

Chart of Accounts M ULM Chart of Accounts|Commitment Type|Uncommitted
Cocument Number FODOEZES Cocument Date  jAug 07, 2012
[Transaction Description|SAS INstitute Inc

Document Detail
Document [Rule Original Encumbrance Encumbrance [Year to |Ttem Sequence  [Fund |[Organization| Acoountil‘-'rogram Activity|Location|
Code Class Encumbrance |Adjustments Liquidations Date Mumber |[Number
Code
10047037 [INEI 0,00 0,00 0.00] 696,60 0 Z|11000{300110 703342 |61
10047037 [INE] 0,00 0,00 ( 696.60) 0,00 0 2|11000[300110 703342 |61
FOODEZES  [CORD 0,00 278.00] 0,00 0. 00 0 2|11000[300110 703342 |61
POO0EZES  [PORD 696,60 0,00 0.00] 0,00 [z 2[11000[200110 703342 61

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Delete Finance Template ]

RELEASE: 8.0

14. Once you are finished with your budget inquries on Self-Service Banner, please click the
EXIT link at the upper right portion of the page.
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