Accessing Banner Financial Data via the Campus Portal (Finance Self-Service)

Log on to Lehigh’s portal in the upper left hand corner of the Inside Lehigh page… http://www3.lehigh.edu/insidelehigh/default.asp
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Enter your User ID and Password and click on LOGIN  
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*Call for nominations for University Awards*
Fosted by inmer 02/06/03 11:30

*Call for nominations for University Awards*

Faculty, staff, undergraduate, and graduate students are
invited to submit

nominations for the 2009 University Awards, which are
given annually to

talented faculty, staff and teaching assistants in
recognition of their contributions to the Lehigh
community

‘The nomination period for the 2009 awards was
extended this year to include

the fall ‘08 and spring '09 semesters. The nomination
period will close

Tuesday, Feb. 17, 2009, Any submissions recsived after
the deadine will be.

considered for the 2010 awards.

For more information, and to submit a nomination,

February 2009
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surveillance cameras in Packard Lab show a
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Click on the "Banner" icon
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Welcome, Robert E. Siegfried, to the Lehigh Enterprise Wide Information System (LEWIS) ! Last web access on Feb 02, 2009 at
01:17 pm

Alumni Benefits and Services

Online Alumni Directary, Online Alurni Career Network and Job Search Database, Manage Lifetime Email, Enter class news, Help Lost Alumni Reconnect.
Supporting Lehigh

Giving to Lehigh today, Find out about your company's Matching Gift program, making a pledge for future donations.

Personal Information

View your Lehigh 1D Number; Update or view addresses; Review name or Social Security Number change information; Change your PIN; Customize your directory
profile; Register your International Travel.

Employee

View payroll statements, earnings and deductions history; View current information about your benefits and deductions; Enrall in Flexible Benefits during open
enrollment; View your W-4 and W-2 information; Review time off balances; Access your time sheet (for student employees)

Student Services

Apply for Admission, Register, View your academic records

Financial Information Menu

Create Requisitions, Purchase Orders & Budget Transfers; Approve Financial Documents; Query Budget & Encumbrance data; View financial document details or their
approval history.
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Then click on the either the Financial Information Menu or the Finance tab 

The following menu for Finance will appear…
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Budget Queries
Encumbrance Query
Requisition

Purchase Order

Approve Documents

View Docurment

Budget Transfer

Multiple Line Budget Transfer
Proposal And Grant Archives

[ Budget Queries | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer |
Proposal And Grant Archives |
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The first menu item, Budget Queries, will allow you to create a query to display the budget status of a single Index or for all the Indexes associated with an organization code such as a college or department.  Click on Budget Queries to access the following submenu…
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Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific FOAPAL/Index values, Specific
Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts,

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to Date by: Hierarchical
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue Accounts,

Create a New Query
Type Budget Status by Account v

Create Query

Retrieve Existing Query
saved Query None v

Retrieve Query

| Buslyet Queries | Encurnbrance Query | Reapistion | Purchase Order | Approve Dosurnerts | View Docurnert | Budget Transte | Mulile Line Bucget Transte | Proposal And Grert Arctives |
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Then click on the down arrow next to Create a New Query Type to select one of three different budget status queries.
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Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific FOAPAL/Index values,
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts.

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to Date by: Hierarchical
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue Accounts.

Create a New Query

Type Budget Quick Query v
Budget Status by Account

EudEet Status bé Oriamzatmna\ H\erarchi
Retrieve Existing Query

Saved Query None v

Retrieve Query
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The simplest query to run is the Budget Quick Query.  This query will return the current budget status for a single Index the same as the Banner FGIBDST form.
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Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific FOAPAL/Index values,
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts.

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to Date by: Hierarchical
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue Accounts.

Create a New Query
Type

Create Query

Retrieve Existing Query
Saved Query None v

Retrieve Query

[ Budget Queries | Encumbrance Query | Requisfon | Purchase Order | Approve Documents | View Document | Budget Transéer | Mulige Line Budget Transéer | Proposal And Grant Archives |
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After you select Budget Quick Query from the drop down list, click on Create Query to access the selection criteria below…
[image: image8.png]Budget Queries - Windows Internet Explorer

G~ [ repsionsnet ceerigh ecupsprodonfop _Budet_Start %] (] [coo0= BB
Cortrbuze BlEdtinContrbute  5JPostto Hog
g | Bruet quers [ B - B @ [rrage - ook -

search [cd

[J Include Revenue Accounts
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@@ Enter 3 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.
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First you select a Fiscal Year.  Remember that Lehigh’s fiscal year runs from July to June and the year corresponds to the calendar year in which the fiscal year ends.  For example, fiscal year 2009 begins in July 2008 and ends June 2009.  
Always select Chart of Accounts “P” and Commitment Type “ALL”
Note: If you are checking the budget status of a Grant (529000-599999) or Plant fund Index (7xxxxx), enter it in the box labeled Grant.  This will cause the query to display the project-to-date budget status of the Grant or Plant fund Index.  For all other Indexes, enter the Index in the box labeled Index.   
After you enter the Index, click on Submit Query and a similar screen will appear which simply translates the Index into additional chart of account elements (see below).
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Click on Submit Query again and the following Budget Status report will display…
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Report Parameters

Organization Budget Status Report
By Account
Period Ending Jun 30, 2009
As of Feb 09, 2009

Chart of Accounts P Lehigh University  Commitment Type Al

Fund 016010 Unrest Surplus Program 4300 Institutional Support

Organization 215206 IC-Spec Study Activity Al

Account Al Location Al

Query Results

Account Account Title Adjusted Budget Year to Date Commitments Available Balance
72610 Domestic Travel 0.00  1,902.26 0.00 (1,902.26)
72650 Confer Registrat Fee 0.00 850.00 0.00 (850.00)
72730 Printing-Lu Prnt Sev 0.00 105.18 0.00 (105.18)
73430 Business Meal/Mtg 0.00 59.00 0.00 (59.00)
74000 Contracted Services-Budget 20,800.00 0.00 0.00 20,800.00
74010 Consultants 0.00  10,700.00 0.00 (10,700.00)
74070 Prof Serv-Other 0.00  12,500.00 0.00 (12,500.00)
74090 Prof Serv Trvl And Accom 0.00 749.00 0.00 (749.00)
78901 Continuing Programs - Even 34,384.00 0.00 0.00 34,384.00 =z

Report Total (of all records) 55,184.00  26,865.44 0.00 28,318.56

Another Query

oo ST
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Now click on Another Query and we’ll look at the Budget Status by Account query which can do a lot more than the Budget Quick Query
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Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific FOAPAL/Index values, Specific
Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts,

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to Date by: Hierarchical
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue Accounts,

Create a New Query
Type Budget Status by Account v

Create Query

Retrieve Existing Query
saved Query None v

Retrieve Query
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Select the Budget Status by Account query from the drop down list  

Then click on Create Query and the following screen will display…
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Select the Operating Ledger Data columns to display on the report

[adopted Budget [vear to Date
[Budget Adjustment| (J|Encumbrances
|adjusted Budget [Reservations
[Temporary Budget | |Commitments
|accounted Budget | A|available Balance|
save Query as:

[ shared
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You can now use the check boxes to select the columns of data you would like to display.  If you simply want to replicate the columns displayed on the Banner form FGIBDST, you should select the 4 boxes checked above.

Adopted Budget is the original budget entered by the Budget Office.
Accounted Budget is the current budget which includes adjustments (both permanent and temporary).
Year to Date represents actual revenues or expenditures recorded in Banner to date.

Commitments include both Encumbrances and Reservations (reservations refer to requisitions only).

Available Balance is the budget status and calculated as Accounted Budget less Year to Date and Commitments.
After selecting the desired columns, click on Continue  
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(_1) If Grant information is queried, all retrieved data is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date. For a Budget

Query to be successful, a user with Fund/Organization Query access must enter  value in either the Organization or Grant fields as well as the Fiscal Period,
Year and Chart of Accounts fields.

(_1) ‘You may select a Fiscal Period and Year to compare to the required Fiscal Period and Year. With this selection, all the details that are retrieved will be placed
next to the corresponding comparison fiscal period.

Fiscal year:
Comparison Fiscal year:
Commitment Type:

008 v|  Fiscal period: 0% ¥

None v|  Comparison Fiscal period: [none v

[(chart of ccounts |

(organization]

Al

3 Trder,
(Chotity )
L=
[(Fund Type

=)

(Account Type ]

[ Include Revenue Accounts

save Query as:

[ shared
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Note that the selection criteria for the Budget Status by Account query are more extensive than for the Budget Quick Query.
For this query you need to select both a Fiscal year and a Fiscal period.  Note you can also select comparison fiscal years and periods.
Lehigh’s fiscal year runs July to June and the year corresponds to the calendar year in which the fiscal year ends.  For example, fiscal year 2009 begins in July 2008 and ends June 2009.  The first fiscal period (01) is July and the last fiscal period (12) is June.

Always select Commitment Type “ALL” and Chart of Accounts “P”.
Note: If you are checking the budget status of a Grant (529000-599999) or Plant fund Index (7xxxxx), enter it in the box labeled Grant.  This will cause the query to display the project-to-date budget status of the Grant or Plant fund Index.  For all other Indexes, enter the Index in the box labeled Index.   

After you enter the Index, click on Submit Query and a similar screen will appear which simply translates the Index into additional chart of account elements (see below).
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[ Include Revenue Accounts
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Click on Submit Query again and the Budget Status by Account report will display…
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Report Parameters

Organization Budget Status Report

By Account

Period Ending Dec 31, 2008

As of Feb 06, 2009

[Chart of Accounts|P Lehigh University __|Commitment TypelAll
[Fund [016010 Unrest surplus|Program [4300 Institutional Support]
[organization 215206 1C-Spec Study [Activity ]
lAccount. i [Location i

Query Resuits

[Account/Account Title [FY09/PD06 Accounted [FY09/PDOG Year to  [FY09/PD06 [FY09/PD0G Available
Budget Date [Commitments Balance
72610 |Domestic Travel 0.0 1,737.2¢] 0.00] (1,737.26)|
72650 _|Confer Registrat Fee 0.0 850.00| 0.00] (550.00)
72730 |Printing-Lu Prt Sev 0.0 0.0 0.00] 0.00)
73430_[Business Meal/Mtg 0.0 55.00) 0.00] (59.00)
74000 |Contracted 20,500.00) 0.00| 0.00] 20,800.00)
[Services-Budget
74010 _|Consultants 0.0 4,000.00] 0.00] (4,000.00)|
74070 _|Prof Serv-Other 0.0 12,500.00| 0.00] (12,500.00)
74090 _|Prof Serv Trvl And Accom 0.0 505.00| 0.00] (505.00)
78901 |Continuing Programs - 34,384.00) 0.00| 0.00] 34,354.00)
[Even
[Report Total (of all records) 55,154.00) 19,651.2¢| 0.00] 35532.74
[Beginning Fund Balance 0.00]
[current Fund Balance 0.00]

[[Download All Ledger Colurns | [[Download Selected Ledger Columnns |

[(Save query as |
[ shared
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You can now click on any of the highlighted amounts and drill down to display further detail.  For example, clicking on the amount 12,500.00 above, will display the transaction(s) below…
[image: image16.png]Report DE - Mozilla Firefox

Ele Edt Vew Hgtory

€€

Bookmarks Tooks _Help

Py

(17 [ L htps:iflewsweb.cc ehigh edujplsfrocbuispxu.P_ReportE7coss=Pefund=0160108program=43008incev=8atyp=sftyp= 55

<J
Search (eoJ MENU | SITE MAP | HELP
Report Parameters
oOrganization Budget Status Detail Report
Summary Year to Date Transaction Report
Period Ending Dec 31, 2008
As of Feb 06, 2009
[Chart of Accounts:[P Lehigh University [Cornmitment Type:[all
Fund 016010 Unrest Surplus|Program: [4300 Institutional Support]
lorganization 215206 1C-Spec Study |Activity: il
{account: 74070 Prof Serv-Other [Location Al
Document List
[Transaction Date|Activity Date|[Document CodeVendor/Transaction DescriptionjAmount |Rule Class Code)|
Pul 01, 2008 Pul 01, 2008 [10367327 [Maximus Inc 12,500.00|INNT
[Report Total (of all records); 12,500.00]
[available Budget Balance:]( 12,500.00)|
[(Save query as |
[ shared | |
Another Query
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Clicking on the Document Code above, will display details about the document…
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Select Document
Detail Transaction Report
[Document Type: Jinvoice _[Commitment Type:[All
[Document Code: 10367527 _|Description: [Maximus Inq
[Transaction Date:|01-)ul-2008|

Accounting Information

[Chart of Accounts|Fund _[organization[Account]Program[Activity[L ocation[Amount
P [o16010j215206 74070 _J4z00

[Rule Class Code]
12,500.00[1NNIT
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Related Documents
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Click on Another Query and we’ll query an Index that has a fund balance (3xxxxx, 4xxxxx, 6xxxxx or 9xxxxx)
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Report Parameters

Organization Budget Status Report

Period En
As of Feb 09, 2009

Chart of Accounts P Lehigh University

\g Jun 30, 2005

Commitment Type All

Fund 771300 Diebold Equipment Purchase Program 4300 Institutional Support

Organization 7360FB Fin Sys & Cost Mgt Fund Balance Activity

Account All Location

Query Results

Account Account Title FY05/PD12 Adjusted FY05/PD12 Year to  FY05/PD12

‘Commitments
50912 RevContra for 80912 TrFm E and 0.00 140,000.00 0.00
G Nm

72430 Telephone Install 0.00 100.00 0.00
73150 Computer Maintenance 0.00 4.76 0.00
73240 >=$5000 Computer Equip 0.00 0.00 0.00
73342 <=$5000 Computer Equip 0.00 3.998.96 0.00
73520 Software 0.00 4,250.34 2,723.13
74070 Prof Serv-Other 0.00 3.635.68 0.00

Report Total (of all records) 0.00 128,010.26 (2,723.13)

Beginning Fund Balance (94,957.96)

Current Fund Balance 33,052.30

[ Download All Ledger Columns. Download Selected Ledger Columns. ]

You may add "user calculated columns" to  query. You may add, subtract, multiply, divide, or get a percent of (variance) any two Operating Ledger
Columns, name the columns, and choose where they should be displayed. These columns may be removed, saved, or added from a query or template at any
time.

FY05/PD12 Available
Balance

(140,000.00)

(100.00)
(4.76)
0.00
(3,998.96)
(6,973.47)
(3,635.68)
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Note the rows at the bottom of the Budget Status by Account query for Beginning Fund Balance and Current Fund Balance.  In this example, the Beginning Fund Balance on July 1st of the fiscal year selected was a negative or deficit of (94,957.96).  The Current Fund Balance for the period ending June 30 was 33,052.30.

Note also the two boxes at the bottom of the report that provide the ability to download the data on the report to Excel.  Download Selected Ledger Columns will download only the columns displayed while Download All Ledger Columns will download financial data in addition to the columns you selected previously for this query.

The third type of budget status query is the Budget Status for Organizational Hierarchy.
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Budget Query by Account allows you to review budget information by account for the Fiscal Period and Year to Date by: Specific FOAPAL/Index values,
Specific Organization, All Organizations, Grant, Fund Type, Account Type, or Revenue Accounts.

Budget Query by Organizational Hierarchy allows you to review budget information of organizations for the Fiscal Period and Year to Date by: Hierarchical
Structure, Specific Funds, high-level Organizations, Accounts, Programs, Fund Type, Account Type, or Revenue Accounts.

Create a New Query
Type

Create Query

Retrieve Existing Query
Saved Query None v

Retrieve Query

[ Budget Queries | Encumbrance Query | Requisfon | Purchase Order | Approve Documents | View Document | Budget Transéer | Mulige Line Budget Transéer | Proposal And Grant Archives |
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Click on Create Query and the following screen will appear for selecting columns for your report
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Queries by Organizational Hierarchy have six levels: External Account Type (Level 1 and 2), Account Detail, Transaction Detail, and Document Detail with
Related Document view.

[ Adopted Budget Year to Date
[ Budget Adjustment [] Encumbrances
[J Adjusted Budget  [] Reservations
[ Temporary Budget
Accounted Budget

Commitments.
Available Balance

Save Query as:
[J Shared

[ Budget Queries | Encumbrance Query | Requisfon | Purchase Order | Approve Documents | View Document | Budget Transéer | Mulige Line Budget Transéer | Proposal And Grant Archives |
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After you select the columns of financial data for your report, click on Continue
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If Grant information is queried, all retrieved data is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date. For a
Budget Query to be successful, a user with Fund/Organization Query access must enter a value in either the Organization or Grant fields as well as the Fiscal
Period, Year and Chart of Accounts fields.

You may select a Fiscal Period and Year to compare to the required Fiscal Period and Year. With this selection, all the details that are retrieved will be
placed next to the corresponding comparison fiscal period.

Fiscal year: 2005 v, Fiscal period: 10 v
Comparison Fiscal year: [none v| ~ Comparison Fiscal period: none v
Commitment Type: Al v
[_chart of Accounts 3 [ndex]

[Actvity )
[ organization 7360 Toeston

[CFund Type ]

Account Type

[TAccount ]

[Program ]

[J Include Revenue Accounts

Save Query as:
[J Shared

[ Budget Queries | Encumbrance Query | Requisfon | Purchase Order | Approve Documents | View Document | Budget Transéer | Mulige Line Budget Transéer | Proposal And Grant Archives |
RF1 FASF: 7.2 powared by
3 Local riranet Wi -





Since this is a query of Budget Status by Organizational Hierarchy, rather than entering an Index, you will enter a 2, 3 or 4-digit org code (for VP, College or Department) in the box for Organization.   Then click on Submit Query
Note: The Budget Status by Organizational Hierarchy query works well for Indexes in the range 2xxxxx, however, it currently does not provide drill down capability for any other Indexes (those beginning with 3, 4, 5, 6, 7 or 9).
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You may add "user calculated columns” to a query. You may add, subtract, multiply, divide, or get a percent of (variance) any two Operating Ledger
Columns, name the columns, and choose where they should be displayed. These columns may be removed, saved, or added from a query or template at any
time.

Report Parameters
‘Organization Budget Status Report
By Organization
Period Ending Apr 30, 2005
As of Feb 10, 2009
Chart of Accounts P Lehigh University Commitment Type All
Fund Al Program Al
Organization 7360 Fin Sys & Cost Mgt Activity All
Account All Location Al
Query Results
‘Organization Organization Title FY05/PD10 Accounted FY05/PD10 Year to  FY05/PD10 FY05/PD10 Available
Budget Date ‘Commitments Balance

7360 Fin Sys & Cost Mgt

7360B Fin Sys & Cost Mgt Dept 257,532.00 190,287.84 34,516.66 32,727.50

Budget
7360F Fin Sys & Cost Mgt Fund 0.00 3,302.14 10,772.46 ( 14,074.60)
Balance

7360 Rollup 257,532.00 193,589.98 45,289.12 18,652.90
Beginning Fund Balance 0.00
Current Fund Balance 0.00
[ Download All Ledger Columns. 1L Download Selected Ledger Columns. ]
[_save query as
[] Shared
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This query displays a roll-up or summary report of budget status for the whole department.  From here you can drill down or access the Indexes that are included in the summary.  Simply click on the highlighted organization codes in the left column of the report.
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You may add "user calculated columns” to a query. You may add, subtract, multiply, divide, or get a percent of (variance) any two Operating Ledger 1
Columns, name the columns, and choose where they should be displayed. These columns may be removed, saved, or added from a query or template at any
time.
Report Parameters
‘Organization Budget Status Report
By Organization
Period Ending Apr 30, 2005
As of Feb 10, 2009
Chart of Accounts P Lehigh University Commitment Type All
Fund Al Program Al
Organization 7360BX Fin Sys & Cost Mgt Dept Budget Activity All
Account All Location Al
Query Results
‘Organization Organization Title FY05/PD10 Accounted FY05/PD10 Year to  FY05/PD10 FY05/PD10 Available
Budget Date ‘Commitments Balance
7360BX Fin Sys & Cost Mgt Dept
Budget
215200 Fin Sys and Cost Mgt 209,200.00 172,941.90 34,516.66 1,741.44
215201 Fin Sys - Special 1,698.00 5,197.50 0.00 (3,499.50)
215206 IC-Spec Study 46,634.00 12,148.44 0.00 34,485.56
7360BX Rollup 257,532.00 190,287.84 34,516.66 32,727.50
Beginning Fund Balance 0.00
Current Fund Balance 0.00
[ Download All Ledger Columns. 1L Download Selected Ledger Columns. ]
[_save query as
[] Shared
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You can continue to drill down by clicking on individual Indexes
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Organization Budget Status Report ~
By Account
Period Ending Apr 30, 2005
As of Feb 10, 2009
Chart of Accounts P Lehigh University Commitment Type All
Fund Al Program Al
Organization 215206 IC-Spec Study Activity Al
Account All Location All

Account Type 71 General and administrative expenses

Query Results
Account Account Title FY05/PD10 Accounted FY05/PD10 Year to FY05/PD10
Budget Date ‘Commitments
72610 Domestic Travel 1,898.44
72650 Confer Registrat Fee 5.750.00
74000 Contracted Services- 11,900.00 0.00
Budget
74070 Prof Serv-Other 0.00 4,500.00
78901 Continuing Programs 34,734.00
78902 Continuing Programs -
odd
Report Total (of all records) 46,634.00 12,148.44
Beginning Fund Balance 0.00
Current Fund Balance 0.00
[ Download All Ledger Columns. 1L Download Selected Ledger Columns. ]
[_save query as
[] Shared

0.00
0.00
0.00

0.00
0.00
0.00

0.00

FY05/PD10 Available
Balance

(1,898.44)
(5,750.00)
11,900.00

(4,500.00)
34,734.00
0.00

34,485.56
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To view detail transactions, simply click on any highlighted amount.

Some final notes about Finance Self Service… except for the addition of Beginning and Current Fund Balances for Indexes that begin with 3, 4, 6 and 9, Finance Self Service is a baseline Banner product and as such, is far from perfect.   It does however provide a means of accessing financial data from anywhere, on or off campus, via the portal.  And, for those faculty and staff who have only a few Indexes or who simply want to check the budget status, current fund balance and/or transaction details for a single Index at a time, it provides a useful tool for doing so.

For assistance using Finance Self Service, please contact Cindy Hickman in General Accounting at 83204 or Bob Siegfried at 83142.
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