How to process a budget query:
Click on the Budget Queries in the Menu
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Create a new query type should be:  Budget status by Account and then click Create Query
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These boxes should be checked.  DO NOT SAVE THIS QUERY…yet
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Make sure you have your account number (Fund, Org & Program) and make sure you have the correct fiscal year and check the box to Include Revenue Accounts.  DO NOT CLICK THE SHARED box as that shares it with everyone.  Click Submit Query.
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This is where you will see your budget and your activity along with your available balance.
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Check out this helpful walkthrough i you're having trouble creating a requisition.
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P To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve Query.

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 Operating Ledger Data columns to display on the report.

[Adopted Budget Vear to Date
Budget Adjustment| @ |Encumbrances
) [Adjusted Budget

[ [Temporary Budget | () [Commitments

[ [Accounted Budget | |Available Balance|

Reservations

Save Query as: |
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" 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 Year, Period, and Chart of Accounts fields. If Grant
information is queried, all retrieved information is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date.

P To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details retrieved will be placed next to the corresponding comparison
fiscal period.

Fiscal year: Fiscal period:

Comparison Fiscal yea Comparison Fiscal period:

Commitment Type: Al v

Chart of Accounts | n ] [(Index |
(Fund |

Organization | [520005 | [ Location |

Include Revenue Accounts
Save Query as: [Business Office
O Shared

Submit Query
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P select a link from an amount column in the Query Results list to retrieve detail information for the specific item chosen. Select one of the Download options to download Budget Query data to a Microsoft Excel spreadsheet.
Calculate user defined columns for the query by making selections from the Compute Additional Columns pull down lists.

T Use the View Pending Documents button to display unposted documents in process that are excluded from the Budget Status Report. Also select the View Pending Documents button to view a summary of the available
balances used for non-sufficient funds (NSF) checking.

+/ Template Business Office (Personal) saved.

Report Parameters

Organi

ion Budget Status Report

By Account

Period Ending Jun 30, 2022

As of Jul 27, 2021

[ View Pending Documents

' No pending documents exi

ist

|Chart of Accounts|H Heidelberg University [Commitment Typelall
Fund 1100 Current Education & General[Program 60 Institutional Support|
[Organization 520005 Business Office - Current |Activity Al
|Account All Location Al
Query Results
/Account/Account Title [FY22/PD14 Adopted Budget|FY22/PD14 Budget Adjustment|FY22/PD14 Year to Date|FY22/PD14 Encumbrances|FY22/PD14 Available Balance|
71020 |Supplies 1,140.00] 0.00] 0.00) 0.00] 1,140.00
71061 |Leased Equipment 250.00| 221.72| 39.31 432.41 0.00
71210 |Printing & Duplicating Charges| 290.00 0.00] 0.00] 0.00] 290.00|
71212 |Outside Printing 1,500.00 0.00] 825.00] 0.00) 675.00|
71220 |Postage 2,292.00| (1365.36) 0.00) 0.00] 1,926.64
71470 |Maintenance Agreements 180.00] 143.64| 26.97| 296.67| 0.00
Report Total (of all records) (5,652.00) 0.00] (891.28)] (729.08)]

Download All Ledger Columns |[ Download Selected Ledger Columns |

Save Query as: ||

) Shared

Compute Additional Columns for the query
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