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· Log into Banner 9 Self-Service through “myVCU” found on the VCU homepage.  https://www.vcu.edu/
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· Click on “eServices/VCU Self Service”.  
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· Navigate to the Finance page using the menu at the top.
· Click on “Finance Queries”.  






Click on New Query.
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[bookmark: Pg8][image: ]In the VALUES area, select the values and the Operating Ledger columns for which you want to query.  Click Submit.  Tip: Adjusted Budget is your Current Budget. Year to Date is year to date expenditures. 

[bookmark: Pg9]Specify an account or leave blank to see all accounts. If your org earns revenues, you can check Include Revenue Accounts.
[image: C:\Users\ejbenn\Pictures\Capture57.PNG]

[bookmark: Pg10][bookmark: Pg11][bookmark: Pg12]
[image: ][image: ]The My Finance Query page appears with query results. Using the available icon buttons, you can edit, share, save, view query parameters, download results to Excel, or view balance, pending documents.
[bookmark: Pg13][image: ]Results will show year to date adjusted budget, expenditures and available balance by each expenditure account. To see further detail, click on any amount listed in the year to date column. 

[bookmark: Pg14][image: ]The transactions that make up the expense totals will be displayed. Use your browser’s back button to return to the My Finance Query. 
[bookmark: _GoBack]
[bookmark: Pg15][image: ][image: ]Download a query to Excel. 
You can download a query as an Excel spreadsheet.
Click    to download the query to the default download location.  
[bookmark: Pg16]Other report options:
Budget Quick Query-does not drill down to transaction level. 
Budget Status by Organizational Hierarchy-allows a higher security level view by department or major budget unit. 
Encumbrance Query-allows you to search for encumbrance information by specific parameters. 
Multi Year Query-supports the current budget status by Grant.
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= -

< Financial Reporting - 121101 B ®
Query Results + &
Account Title < Health < FY19/PD14 Adjusted Budget $ FY19/PD14 Year to Date $ FY19/PD14 Available Balance $
Account $
510110 Administrative Faculty Salaries A 5000 $14,666.75 ($14,666.75) A
510180 ‘Administrative Faculty FB Full Time A $918.00 $5,602.70 ($4,684.70)
520110 Classified Salaries A $203,590.00 $236,254.76 ($32,664.76),
520150 Classified Overtime A $0.00 $6,116.55 ($6,116.55),
520170 Classified Bonus Payments A $0.00 $9,500.00 ($9,500.00)
520182 Classified Fringe Benefit Full Time A $81,042.00 $97,952.31 ($16,910.31),
530110 Hourly Wages ° $54,927.00 $19,816.36 $35,110.64,
539183 Fringe Benefits Other Part Time ° $4,449.00 $0.00 $4,449.00
555122 Other Fringe Benefits A $0.00 $5,841.06 ($5,841.06),
560110 University Staff Salaries A $1,059,410.00 $852,929.95 $206,480.05,
560150 University Staff Overtime A $0.00 $36.59 ($36.59)
560170 University Staff Bonus Payments. A $0.00 $51,700.00 ($51,700.00)
560182 University Fringe Benefit Full Time A $415,299.00 $352,615.46 s62.683.50 "

Report Total (of all records)

< I >

($1,919,635.00)

($1,908,830.82)

$390,987.03 v
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Budget Queries

@ For a Budget Query to be successful, a user with Fund Organization query access must enter a valu
to Date. Otherwise, all information retrieved is through the Fiscal Year to Date.

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 informat

Grant Inception

¥ 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 year: Comparison Fiscal period:
Commitment Type: Al v

[ Chart of Accounts | v [ Index | [ |
[Fund | [ ] [activity | [ |
[organization | (12101 | [Location] [ |
[oent) I | (Fund Type) ]
[Bccount] I | [Bccountrype) ]

[rogram | [

[ Include Revenue Accounts

() shared

[ Submit Query |

[ Budget Queries | Encumbrance Query | Approve Documents | View Document ]
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< Financial Reporting - 121101 @
Query Results 3
. . Vendor/Transaction
Transaction Date < Activity Date < Document Code < o < Amount $ Rule Class Code <
Description

02/26/2019 02/26/2019 Pcoo0274 © BBPRINTING 02/15 2598 $154.97 X16

02/26/2019 02/26/2019 Pcoo0274 © RR DONNELLEY-PAYMETRIC 01/17 2598 $463.50 X16

03/26/2019 03/26/2019 Pcoo0275 © BBPRINTING 02/18 2598 $56.18  X16

04/23/2019 04/23/2019 Pcoo0276 (© BBPRINTING 04/02 2598 $56.18  X16

05/01/2019 05/03/2019 0637841 ® RR Donnelley W-2s ($463.50)  XEX

05/01/2019 05/03/2019 0637841 () VKing stationary ($154.97)  XEX

05/24/2019 05/28/2019 Pco00278 © BBPRINTING 04/30 2598 $27.90 X16

06/10/2019 06/10/2019 0645061 () Undistrib fix to printing svcs. $1,845.07  XEX

06/26/2019 06/26/2019 11710551 () B&8 Printing. $180.30 INEI

Report Total (of all records) $2,165.63
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< Financial Repor ®
Query Results
Vendor/Transaction
s i s s ° s s
v Activity Date v Document Code v Description v Amount $ Rule Class Code v
02/26/2019 02/26/2019 Pcoooz7a BBPRINTING 02/15 2598 $154.97 X16
02/26/2019 02/26/2019 Pcoooz7a RR DONNELLEY-PAYMETRIC 01/17 2598 $463.50 X16
03/26/2019 03/26/2019 Pcoooz7s (0 BBPRINTING 02/18 2598 $56.18  X16
04/23/2019 04/23/2019 Pcoooz76 () BBPRINTING 04/02 2598 $56.18  X16
05/01/2019 05/03/2019 J0637841 ® RR Donnelley W-2s ($463.50) XEX
05/01/2019 05/03/2019 0637841 () VKing stationary ($154.97)  XEX
05/24/2019 05/28/2019 Pcoooz78 () BBPRINTING 04/30 2598 $27.90 X16
06/10/2019 06/10/2019 0645061 () Undistrib fix to printing svcs $1,845.07  XEX
06/26/2019 06/26/2019 11710551 @ B&B Printing. $180.30  INEI

Report Total (of all records) $2,165.63
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Budget Queries

@ 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 Organizational Hierarchy v]

[ Create query |

Retrieve Existing Query

saved Query

[ Retrieve Query |

[ Budget Queries | Encumbrance Query | Approve Documents | View Document ]
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