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General Fund Budgets 
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Login: 

 

1. Go to the UNA Website (www.una.edu) 

2. Log into Portal 

3. You should see the following screen: 

 
 

4.  Click the “Budget and Finance” tab. 

5. You should now see the following options: 

 

 

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: 

 

 

 

 

 

 

 

8.  The following pop up box should appear:  

 



 

 

 

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.   

 

 

 

10.  Next, scroll down and select the appropriate Fiscal Year.  Finally, 

select “Submit”: 

 



11.  The next screen should be a listing of expenditure activity that 

has occurred for the selected index and fiscal year: 

 

 

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.   

 

 



 

 

 

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

clicking this button: 

 

 

 

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

 



 

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: 

 

 

 

16.  The total amount available for expenditures will then appear on 

the bottom right corner of the excel spreadsheet and will read as 

“SUM” 

 



 

 

 

 

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:  

 

You should now be able to see the “Organizational Hierarchy” option.  

Select this option and input your “Index” 

 



 

 

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.   

 

 

 

Scroll further and select the following Operating Ledger fields and 

select “Submit”: 

 

 



 

 

 

 

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

 

 

 

 

 

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

needed: 

 



 

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.  

 

 

 

 

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: 

 

 

 

 

 

 

 



 

 

 

You would then see the following.  If you still require additional 

information, you would select Account Type again to see further 

detail: 

 

 

 

Selecting Account Type 71, “Supplies and Other” would provide the 

following: 

 

 

 



 

Each Account Type can now be selected, if required. 

 


