Navigating Banner 9 Self-Service 9—
General Fund Budgets

University of North Alabama




Login:

1. Go to the UNA Website (www.una.edu)
2. Log into Portal

3. You should see the following screen:
a

o

# Home

® Alumni

L Budget and Finance

& Employee

) Employee FormsiLinks

& Workflow

4. Click the “Budget and Finance” tab.

Home

Home Community | Home

Announcements

Announcements

You currently have no announcements

(3 Show Hidden

Personal Information

Update Lion Alert
View Address & Phone Information
View Email Addresses

View Emergency Contacts

&2My Mail My Sites

Search

Everything v

All v

Campus Department Directory

Click this link to access the Campus A-Z Directory web page

Click this link to access the Employee Directory search web page.

RSS

5. You should now see the following options:

# Home
® Alumni
|l Budgetand Finance

& Employee

1 Employee FormsiLinks

& Workflow

Budget and Finance

Home Community | Budget and Finance

Finance Self-Service

My Finance Dashboard

Create a Purchase Requisition
Budget Queries - New Banner 9
Budget Queries - Banner 8

Encumbrance Queries - Banner 8

Salena Denton ~

&4 My Mail My Sites =

Financial Advisor

$


http://www.una.edu/

6. Select the “Budget Queries — New Banner 9” option.

7. You should now see the following screen. Select “New Query” to
proceed:

ﬁ i Ms Salena Kay Denton

My Finance Query Bearch Query Q

Favorites  Saved Queries  Shared Queries & Low-High YT B

No Favorite Query exists

8. The following pop up box should appear:

Create New Query

Chart* Index a
l U UNA University Chart x v l l Choose Index A l

Fund Organization*

l Choose Fund e l l Choose Organization A l
Account Program

[ Choose Account v l [ Choose Program A l
Activity Location

l Choose Activity e l l Choose Location A l

Commitment Type

E 3

Include Revenue Accounts




9. This should now give the option for a “Quick Query”. Under the
“Index” drop down option, either input your Index code or search for
it in the drop down menu. Once this has been completed, the system
will default to the correct Fund, Organization, and Program
information.

Create New Query

Chart* ndex
l U UNA University Chart x v l l 80222 Student Engagement x v l
Fund Organization*
l 110000 General Fund l l 80222 Student Engagement l
Account Program

Choose Account v l 5TU Student Services x W l
Activity Location

Choose Activity v l Choose Location v l

Commitment Type

l All v l
nclude Revenue Accounts

10. Next, scroll down and select the appropriate Fiscal Year. Finally,
select “Submit”:

Create New Query

Account Program

Choose Account v l STU Student Services x v l
Activity Location

Choose Activity v l Choose Location v l

Commitment Type

l All v l
nclude Revenue Accounts

. P
Fiscal Year 2018 . l

SUBMIT



11. The next screen should be a listing of expenditure activity that
has occurred for the selected index and fiscal year:

# | MsSalena Kay Denton

aDC

My Finance « My Finance Query + Budget Quick Query

Budget Quick Query

£ Student Engagement - 80222 / ]
Query Results +
Account § Account Title 5 Health 5 Adjusted Budget YeartoDate § Commitments % Available Balance  §
A
A
A
0
]
A
A
A
A 4 4
A
A ww go®x  w® (50083
0 A

Report Tota of al recorcs) RN $235,305.41 $0.00 [$310236]

12. In order to determine your current available balance to spend,
start with your Expense Pool Amount in the “Available Balance”
column (Account 700) and subtract any expenditures below from that
total.

f,
Z
:7

ccount § Account Title ] Health

LN R R - R

Report Total (of all records) $232.202.45 $235,305.41 $0.00 (53.102.95)




13. You may also export this information to an Excel spreadsheet by

clicking this button:

o DC

# 3 MsSalenaKay Denton

My Finance My Finance Query Budget Quick Query

Juick Query

Health

<>
<
<

¢ Commit

I~ I I < D B I B

Report Total (of all rec

$232,20245

14. This will then create a spreadsheet of the information as follows:

Query View IBudget Quick Query
Fiscal period start date 100112017

Fiscal period end date 09/30/2018

As of Date 02/26/2019
Currency UsD

Query Parameters

Chart of Accounts U UNA University Chart

Fund 110000 General Fund

Qrganization 80222 Student Engagement

Account All

Program STU Student Senices

Activity All

Location All

Include Revenue No

Commitment Type All

Account Account Title Intemnal Account Type Internal Account Type Title  Adjusted Budget

6131 Exempt Full Time Staff 60 Labor 92,146 42
6132 Non-exempt Full Time Staff 60 Labor 33,067 33
6139 University Workstudy 60 Labor 17,500.00
6140 Graduate Assistants 60 Labor 18,300.00
6300 Benefits Pool 60 Labor 43.623.70
6302 Hospital Insurance 60 Labor 0.00
6303 Cancer Insurance 60 Labor 0.00
6304 Disability Insurance 60 Labor 0.00
6306 Life Insurance 60 Labor 0.00
6309 Supplemental Insurance 60 Labor 0.00
6310 Expense Allowance 60 Labor 0.00
6313 Sacial Security 60 Labor 0.00
6314 Teacher Retirement 60 Labor 0.00
6316 Compensated Absences 60 Labor 0.00
6318 Remission of Fees 60 Labor 0.00
6325 Affardable Care Act Tax/Fees 60 Labor 0.00
700 Expense Pool 70 Expenses 12,446.00
7005 Supplies 70 Expenses 0.00
7016 Postage 70 Expenses 0.00
7020 Meals 70 Expenses 0.00
7031 Plays and Performances 70 Expenses 7.295.00
7058 Food Purch Conf and Evnt 70 Expenses 0.00
7059 Entertainment 70 Expenses 0.00
7062 Brochures and Advertising 70 Expenses 0.00
7097 Printing-Copying 70 Expenses 0.00
7435 Interviews and Recruiting 70 Expenses 0.00
7501 Non Capitalized Equipment 70 Expenses 0.00
7626 Schol-Student Assistant 70 Expenses 7.824.00

Report Total (of all records) 232.202.45

Year to Date

Commitments
96,037 92
33,067.32
16,343 .07
14,050.00
0.00
18,038 22
72.00
41038
428.52
144.00
2,400.00
10,079.31
15,316.86
3,485.80
2,701.00
16411
0.00
3,379.02
556.39
3528
1,249.75
988 94
-250.00
150.00
69128
150.00
7,792.26
7,824.00

235.305.41

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

Avzilable Balance
-3,891.50
0.01
1,156 93
4,250 00
43,623.70
-18,038 22
-72.00
-410 36
-428.52
-144 00
-2,400.00
-10,079 .31
-15,316.86
48580
,701.00
-164 11
12.446.00
-3,379.02
-556.39
-35.28
6,045 25
-988 94
250.00
-160.00
-691.28
-160.00
-7.792.26
0.00

-3,102.96



15. In order to determine amount available to spend, you would select
the amount listed for Expense pool and then drag down to highlight
the cells below that contain the expenditure information:

Query View Budget Quick Query

Fiscal period start date 10/01/2017

Fiscal period end date 09/30/2018

As of Date 02/26/2019

Currency usD

Query Parameters

Chart of Accounts u UNA University Chart

Fund 110000 General Fund

Organization 80222 Student Engagement

Account Al

Program sTU Student Senices

Actiity Al

Location Al

Include Revenue No

Commitment Type Al

Account Account Title Interal Account Type Internal Account Type Title  Adjusted Budget Year to Date Commitments Available Balance

6131 Exempt Ful Time Staff 60 Labor 92,146.42 96.037.92 0.00 -3.891.50
6132 Non-exempt Full Time Staff 60 Labor 33.067.33 33.067.32 0.00 0.01
6139 University Waorkstudy 60 Labor 17.600.00 16,343.07 0.00 1,156.93
6140 Graduate Assistants 60 Labor 18.300.00 14,050.00 0.00 4,250.00
6300 Benefits Pool 50 Labor 43623.70 0.00 0.00 43,623.70
6302 Hospital Insurance 50 Labor 0.00 18.038.22 0.00 18.038.22
6303 Cancer Insurance 60 Labor 0.00 72.00 0.00 72.00
6304 Disability Insurance 60 Labor 0.00 410.36 0.00 410.36
6306 Life Insurance 60 Labor 0.00 428.52 0.00 428.52
6309 Supplemental Insurance 50 Labor 0.00 144.00 0.00 144.00
6310 Expense Allowance 50 Labor 0.00 2.400.00 0.00 -2.400.00
6313 Social Security 60 Labor 0.00 10.079.31
6314 Teacher Retirement 60 Labor 0.00 -15,316.86
6316 Compensated Absences 60 Labor 0.00 -3.485.80
6318 Remission of Fees 50 Labor 0.00

6325 Affordable Care Act Tax/Fees 50 Labor 0.00

700 Expense Pool 70 Expenses 12.446.00

7005 Supplies 70 Expenses 0.00

7016 Postage 70 Expenses 0.00

7020 Meals 70 Expenses 0.00

7031 Plays and Performances 70 Expenses 7.295.00

7058 Food Purch Conf and Bt~ 70 Expenses 0.00

7059 Entertainment 70 Expenses 0.00

7062 Brochures and Advertising 70 Expenses 0.00

7097 Printing-Copying 70 Expenses 0.00

7435 Intenviews and Recruiting 70 Expenses 0.00

7501 Non Capitalized Equipment 70 Expenses 0.00

7626 Schol-Student Assistant 70 Expenses 7.824.00 7.824.00 0.00 0.00}
Report Total (of all records) 232.202.45 235.305.41 0.00 -3.102.96

Budget Quick Query 1551211973484 <

= Average 41651 Count 12 sum: 4

16. The total amount available for expenditures will then appear on
the bottom right corner of the excel spreadsheet and will read as
“SUM”

Query View Budget Quick Query

Fiscal period start date 10/01/2017

Fiscal period end date 09/30/2018

As of Date 02/26/2019

Currency UsD

Query Parameters

Chart of Accounts u UNA University Chart

Fund 110000 General Fund

Organization 80222 Student Engagement

Account Al

Program STU Student Senices

Activty Al

Location Al

Include Revenue No

Commitment Type All

Account Account Title Internal Account Type Internal Account Type Title  Adjusted Budget Year to Date Commitments Available Balance

6131 Exempt Ful Time Staff 50 Labar 92.146.42 96.037.92 0.00 -3.891.50

6132 Non-exempt Full Time Staff 60 Labor 33,067.33 33,067.32 0.00 0.01

6139 University Workstudy 60 Labor 17.500.00 16,343.07 0.00 1,156.93

6140 Graduate Assistants 60 Labor 18,300.00 14,050.00 0.00 4.250.00

6300 Benefits Pool 60 Labor 43562370 0.00 0.00 4362370

6302 Hospital Insurance 50 Labar 0.00 18.038.22 0.00 18.038.22

6303 Cancer Insurance 60 Labor 0.00 72.00 0.00 72.00

6304 Disability Insurance 60 Labor 0.00 410.36 0.00 410.36

6306 Life Insurance 60 Labor 0.00 42852 0.00 428.52

6309 Supplemental Insurance 60 Labor 0.00 144.00 0.00 -144.00

6310 Expense Allowance 60 Labar 0.00 2.400.00 0.00 -2.400.00

6313 Social Sscurity 60 Labor 0.00 10,079.31 0.00 -10,079.31

6314 Teacher Retirement 60 Labor 0.00 15,316.86 0.00 -15,316.86

6316 Compensated Absences 60 Labor 0.00 3.485.80 0.00 -3.485.80

6318 Remission of Fees 50 Labar 0.00 2.701.00 0.00 -2.701.00

6325 Affordable Care Act Tax/Fees 60 Labor 0.00 16411 0.00 -164.11

700 Expenss Pool 70 Expenses 12,446.00 0.00 0.00 12,446.00

7005 Supplies 70 Expenses 0.00 3.379.02 0.00 -3.379.02

7016 Postage 70 Expenses 0.00 556.39 0.00 ~556.39|

7020 Meals 70 Expenses 0.00 35.28 0.00 -36.28

7031 Plays and Performances 70 Expenses 7.295.00 1.249.75 0.00 6,045.25

7058 Food Purch Confand Bt 70 Expenses 0.00 988.94 0.00 -988.94]

7059 Entertainment 70 Expenses 0.00 -250.00 0.00 250.00

7062 Brochures and Advertising 70 Expenses 0.00 150.00 0.00 -160.00

7097 Printing-Copying 70 Expenses 0.00 691.28 0.00 691.28

7435 Inteniews and Recruiting 70 Expenses 0.00 150.00 0.00 -150.00

7501 Non Capitalized Equipment 70 Expenses 0.00 7.792.26 0.00 -7,792.26|

7626 Schol-Student Assistant 70 Expenses 7.824.00 7.824.00 0.00 0.00

Report Total (of all records) 232.202.46 235,306.41 0.00 -3.102.96
Budget Quick Query1551211973484 1

5 Average: 41651 Count: 12 Sum: 4,




ORGANIZATIONAL HIERARCHY QUERY

*Another type of Budget Query is an Organizational Hierarchy Query.
This type of query is the easiest and quickest means of answering the
“how much is available to spend” question. You would begin by first
logging into portal as you normally would and selecting the Banner
Self-Service Option for Finance. On this screen, click on the “New
Query” button:

# (g MsSalenaKayD

New Query

You should now be able to see the “Organizational Hierarchy” option.
Select this option and input your “Index”

Create New Query

Select Query Type

Budget Quick Query / A~ ‘
[

]

Budget Status by Organizational Hierarchy

Encumbrance Query
Index
It Y
Budget Quick Query l Choose Index v l
Fund Organization*
l Choose Fund v l l Choose Organization v l
Account Program

l Choose Account v l l Choose Program v l




Now, scroll to the bottom and be certain that the “Include Revenue
Accounts” field is NOT selected. Input the Fiscal Year and either

input or select Fiscal Period “14”. THE FISCAL PERIOD should

always be 14 in order to view all activity for the current fiscal year.

Create New Query

All v
| Include Revenue Accounts

is Yaor* - e
Fiscal Year ‘ 2018 * W ‘ Fiscal Period ‘ 14 *x W ‘
Comparison Fiscal ‘ None v ‘ Comparison None v ‘
Year Fiscal Period J

Scroll further and select the following Operating Ledger fields and

select “Submit’:

Create New Query

Year

Fiscal Period

Operating Ledger
Adopted Budget ©
Budget Adjustment ©
Adjusted Budget ©
Temporary Budget ©

Accounted Budget @

Year to Date @
Encumbrance @
Reservation @
Commitments @
Available Balance @

SUBMIT




You will now see a “roll up” view of your budget:

& ‘ Ms Salena Kay Denton
ANC
My Finance + My Finance Query « Budget tatus by Organizatonal Hirarchy
Budget Satus by Organizational Hierarchy
( StudentEngagement- 80222 /S B
Query Results o}
o FY18/PD14 Accounted FY18/PD14 Year to FY1B/PD14 ‘ FY18IPD1 Avalable
A A A A A A A
gt OrgenizationTie & Health v B v e ¥ s ¥ FY18/PD14 Reservation daree ¥
] Student Engagement A B4 S5 41 f00 00 31029
Report ool recons) L 505 0 o a8

Click on the “Organization Code” to expand the budget activity as
needed:

b 4 s Salna Ky Denton
«NC

Wy Fnance o My Finance Query + Budpet Status by Organizatondl Herarchy

Budget Satus by Organizational Hierarchy

{ student ngagement. 0222

/7B
Query Resuts 4
e FY18/PD14 Accounted FY18IPD14Year to FY18/PD14 ‘ FY18/PD14 Avalable
A A A A A A A
Ognzsion OrganizationTie ~~ § Health § et e ¥ s ¥ FY18/PD14 Reservation § e ¥
8022 Student Engagement A §3000045 3530541 00 §000 ($3.10296)

Repurt Tt ofal e e R0 o0 o 310035




You can now view the budget by account type categories such as
Labor and Expense. The amount in the “Available Balance” column is
the current amount that can be spent per Account Type. For instance,
in this example, the amount available for expenses is $4,998.08.

Budget Status by Organizational Hierarchy

{_ student Engagement - 80222
Query Results =
FY18/PD14 Accounted FY18/PD14 Year to FY18/PD14 e FY18/PD14 Available
Areonnt Tune Title A Heal A A A A R0 Recervation A A
untType hountTypeTie v ol v Budget ¥ Date ¥ braumbrances ¥ T OTD 1 Resenaton Balance ¥

< : o T

Report Totl ofall ecords] $20.20245 28054 $0.0 $00 (53,102)

If you have further questions as to how this total was derived, you can
drill down further by clicking on the Account Type of your choosing:

Budget Status by Organizational Hierarchy

{ Student Engagement - 80222
Query Results +
FY18/PD14 Accounted FY18/PD14 Year to FY18/PD14 FY1 ailable
Acenunt Tune Title A A A A A emnrinac e A A
unt Type§ Account Type Tille v f v Budget ¥ Date ¥ Encumbrances ¢ 10D Resenvation Balance ¥

Report Total (ofallrecord) §2732.202.45 §235,305.41 $000 $000 (§310299)




You would then see the following. If you still require additional
information, you would select Account Type again to see further
detail:

Budget Status by Organizational Hierarchy
{ student Engagement - 80222 VAR I
Query Results + 4
FY18/PD14 Accounted FY18/PD14 Year to FY18/PD14 . FY18/PD14 Available
Aecaunt Tune Title A . A A A A 11218014 . A A
Account Type s Account Type Title v Fealth v Budget ¥ Date ¥ fncumbrances ¥ 9P Reservation G Balance
o 1972100
T A w0 gs00  f@ %0 (5150
A 7175 S 1 J -1/ S |77 7.
% ]
Report Total {of all recorcs| $27.865.00 $22.56692 $00 $0.0 $4,998.08
H [13 H tH] H
Selecting Account Type 71, “Supplies and Other” would provide the
following:
MyFinance « My Finance Query » Budget Status by Account
Budget Status by Account
¢ studen Engagement - 80222 /=B 0
Query Results + ¢
P A A FY18/PD14 Accounted 5, FY18/PD14Yearto FYBPDI4 5 oo A FY18/PD14 Available
rount 8 Account Title ¢ Health ¢ Budget. ¥ Date ¥ Encumbrances ¥ TVIB/PD14 Reservation & Solance ¥
] §12.44 § 5001 50 m
A 501 $3370.02 S0 5
XK
A fal §556.39 $0.00 5
A 80 §35.28 0.0 50,
cfom o $1295.00 $1.2187 500 5 "
A 50,0 498894 $0.00 50,
A $0.0 500 5
1 A 504 $150.00 5001 50
g0 A §0.0 $691.2 $0.0 50,




Each Account Type can now be selected, if required.

Budget Status by Account

¢ student Engagement - 80222

Query Results
Transaction Date ¢ Activity Date ¢ Document Code 4 \éendl?rﬂransacticn ¢ Amount  § Rule Class Code
escription

1130207 172512017 Joo3z986 SKD Nov 2017 Postage Charges 5046 JE16

06/19/2018 06/19/2018 10161993 (1) US Postal Service §300.00  INE

06/202018 06/2012018 00719987 (1) US Postal Service 5000 DNE

06/302018 06/25/2018 10034083 i) SKD JUN 18 Postage Charges $297 JE16

08/312018 09/13/2018 10034598 i) SKD AUG 18 POSTAGE CHARGES $2529 JE16

Report Total (of all records)

$556.39




