Sul Ross University
Creating a Self-Service Budget Query

1. Log into Self Service Banner:

Email | OneDrive | Blackboard ‘ My Degree Plan

SR |[SUL ROSS MYSRSU HOME LTAC (TECH HELP) UCTV  CONTACT SRSU RESLIFE MAINTENANCE REQUEST e

Quick Links

INFORMATION

SERVICES

2022-2027 SRSU Strategic Plan: CAMEUSLER
Our Student-Centric Focus
RESOURCES

QUALTRICS

LoboOnlLine Links: My Schedule Housing Course Information

My Personal Profile (HB2504)
My Degree Plan Financial Aid
Student Dashboard
Faculty and St
Employee Dashboard HOLDS Registrar

Directory

Faculty Dashboard f
¥ Academic Center for | A

o Excellence
Dinina Menu

2. Open ‘Finance Dashboard’ under Banner PROD:

Contact our Help Desk

Banner PROD

Please click on the link(s) below to access Banner PROD. You will need to use your loboid in order to access the system.

e Banner 9 Admin Pages (Must be on-campus or VPN to access)
« Apex Reports & Applications (MUst be on-campus or VPN to access)

« Evisions (Argos, FormFusion, IntelliCheck) (MUst be on-campus or VPN to access)
¢ Lobo Online

o Faculty / Advisor Dashboard
o Student Dashboard

o Employee Dashboard

o Finance Dashboard

o Direct Timesheet Link
¢ Blackboard
* Degreeworks
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3. Click on the ‘My Finance Query’

My Finance

My Finance Query

Create, view and share budget availability, encumbrance and

payroll queries

My Journals

Create and view draft. pending and completed journals and

supporting documentation.

Approve Documents

View list of documents pending approval. Approve, disapprove, or

deny.

Delete Finance Template

ete templates for Finance Queries, Budget Development, and
se Orders.

Del

=

Click on ‘New Query’ (Top Right Blue Button)

My Finance

My Finance Query

My Finance Query

Favorites Saved Queries Shared Queries

No Favorite Query exists

Budget Development

Create and review fiscal year operating budgets for the budget

development process.

£~ &' MarkAnthony Thornsburg

T

[ Search Query

<)

¢ Low-High ¥ B
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. From the ‘Select Query Type’ dropdown list, click ‘Budget Status by
Organizational Hierarchy’. Fill out the following.

a. Chart: U (always will be U)

b. Fund: Enter in Fund number and click on it when it appears.

c. Organization: Enter the Organization and click on it when it
appears.
Program: Enter in Program and click on it when it appears.
Confirm ‘Fiscal Year’ is the current fiscal operating year.
Confirm ‘Fiscal Period’ is set to ‘14’.
Scroll down and in the ‘Operating Ledger’ section, check the
following:

i. Adopted Budget

ii. Budget Adjustment

iii. Adjusted Budget

iv. Yearto Date

v. Encumbrance

vi. Available Balance

@™ o o

h. Hit Submit.

Create New Query

Select Query Type

Budget Quick Query ~

Budget Status by Account

Budget Status by Organizational Hierarcl

Payroll Expense Detail Index

Encumbrance Query
‘ 661041 Mens Tennis v ‘
Multi Year Query L)

Budget Quick Query Organization*

‘ 161016 Athletics xv ‘ ‘ 61041 Tennis Mens xv ‘

Account Program

‘ Choose Account it v ‘ ‘ 4647 Mens Tennis g ‘

Activity Location

1 Choose Activity v ‘ ‘ Choose Location VV! >
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Sul Ross University

Operating Ledger

Adopted Budget @

Budget Adjustment @

Adjusted Budget (0

|:\ Temporary Budget @

[ ] Accounted Budget

Chart* Index
‘ U Sul Ross State University xv ‘ ‘ Choose Index v ‘
Fund Organization *
‘ 142100 Designated Tution - ALP xv ‘ ‘ 100100 President xv ‘
Account Program
‘ Choose Account v ‘ ‘ Choose Program v ‘
Activity Location
‘ Choose Activity v ‘ ‘ Choose Location v ‘
Fund Type Account Type
‘ Choose Fund Type v ‘ ‘ Choose Account Type v ‘
Commitment Type
| All v | \:l Include Revenue Accounts
Create New Query
“Fiscal Year " | 2026 ww | Fiscal Period | 14 v | a
Comparison Fiscal v Comparison
None ) . None hd
Year Fiscal Period

Year to Date @

Encumbrance @

[ | reservation @

|:\ Commitments @

Available Balance (D
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6. Query Results screen will come up. You can get a more detailed view of
your index in the query by clicking the hyper-link (highlighted blue).

MyFfinance « MyFfinance Query « Budget Status by Organizational Hierarchy

Budget Status by Organizational Hierarchy

< Men's Tennis

Query Results + 3
. . FY22/PD14 Adopted o FY22/PD14 Budget o FY22/PD14 Adjusted FY22/PD14 Year to o FY22/PD14 FY22/PD14 Available
omnaens | Click hyper-llnk Budget ¥ Adjustment ¥ Budget ¥ Date Encumbrances Balance ¥
$234759.00 $56.408.85 $291,167.85 $28322267 $15.997.01 (8,051.83)
Rej Total (of all records|
portTonl ) $234,769.00 $56,408.85 $291,167.85 $283,222.67 $18,997.01 (88,081.83)
Myfinance « Myfinance Query « BudgetStatus by Organzational Hierarchy
Budget Status by Organizational Hierarchy
< Men's Tennis a8
Query Results + @
™ FY22/PD14 Adopted FY22/PD14 Budget ,, FY22/P014 Adjusted FY22/PD14 Year to FY22P014 FY22/PD14 Available
Account Type & H H Budget ¥ Adjustment ¥ Budget ¥ Date ¥ Encumbrances ¥ Balance >
Click Hyper-link
« / TR SRR $79.782.00 $1,854.0 $81.636.00 $63.766.9 $15.913.¢ 0
7 $153.123.00 $56.408 85 $209.531.85 $219.455.7 $8351 1
$1.854.00 $1.854.00) $0.00 $0.00 $0.00 $0.
Report Total (of ll record:
RESICIGEA AN $234759.00 $56,400.85 $291,167.88 $283,222.67 $16,997.01 (88,081.83)

7. Once you find query screen with the information you want to see, you can
save that query with name by clicking the disk in the upper right-hand

corner.
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8. Choose a name for the query, check ‘Set as Favorite’, and hit ‘Save’.

9. After a query has been saved it will show up under favorites in the ‘My
Finance Query’ in the future when you log in.

MyFinance « MyFinance Query

Favorites Saved Queries  Shared Queries O lowHigh Y B
Men's Tennis Expenses e

= eded

S

My Finance Query

Notes:

e You can edit or delete a query at any time after it is created. ‘Fiscal
Year’ will need to be updated on the saved query to the current fiscal
operating year, annually.

e For assistance or questions regarding budget queries, please contact
the Budget Office at SR.Budget@sulross.edu.



mailto:SR.Budget@sulross.edu

