Self-Service
FInance Query
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Finance Query

1. View detailed budget vs actuals data for all GL account
numbers from summary through source documents

2. Filter, sort and subtotal financial data using GL account
components

3. Filter actuals transaction data by a specific date range
4. Export Finance Query data to a .csv format
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Using Self-Service Finance Query

Select Financial Management

w Financial Management
Here you can view the financial health of your cost centers and your projects.

Select Finance Query

Financial Management Overview

— b Finance Query
@ Here you can query your financial data.
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Using Self-Service Finance Query

Displays only the GL numbers specific to the user’s assigned GL role (GLRD/GLUD)

Choose Fifter” to display categories.

Daily Work - Financial Management - Finance Query Filter by Fund, Location, Department, ObjeCt, Object: 55880
Clobal Message d nd PrOJeCt' Saved Selection Criteria SalA

Finance Query Selectacriteria |
Fund v

Location hd
Object: 55880
= QL Account Department ~ ol
Object ot
Choose one or more “category” and S
type value(s) and then click “apply
. Project N
filter”
Include Active Accounts with No
Activity L

There is an option to: “Set Default

. . . . Sort Options ~
Criteria”, “Save Criteria”
or
“« H ” o
Reset Fllter Reset F\\ﬁi Save Criteria
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Using Self-Service Finance Query

Displays only the GL numbers specific to the user’s assigned GL role (GLRD/GLUD)

P oo | Can select a criteria previously saved on
other Self-Service reports

Filter to
display

Object: 55880

Saved Selection Criteria

specific _
Select a criteria 10-0-00000-55880
GENERAL : SALES TAX
components.
10- 55380
EXa m ple ] FIS AGEMENT : SALES TAX
.
Fund 4 10-0-78993-55880
D e p d r't me nt Test Grant : SALES TAX
Eocation, g FD-0-00000-55680
55880 GENERAL : SALES TAX
Department et
Grand Total
Object e
Page 1
55880 %
Project v

Include Active Accounts with No

Save filter e ’

for future i ’
use. \\\\\\\\\\\,

( " ResetFiter | lf‘... Save Criteris )
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Using Self-Service Finance Query

Selecting a Fiscal Year and Exporting to Excel

Choose Year to Export to Excel Syertiar e
Display and “D pl 4 éSV”
. . ownloa
Dates to display 2 Options: Download CSV
Actuals Start Date  Actuals End Date () d nd Deta” CSV Actuals Start Date Actuals End Date @
6/1/2022 6/30/2023 @ Export FY2023 W 6/1/2022 B/30/2023 @ Export  ~
@ :": W C'E'j ':S.'\'I.
Actuals = Requisitions | Budget | Encumb @M
“ “ “ Actuals = Requisitions | Eu-ﬂgetx o Encumbra
%0.00 £48.75 $50,000.00 y ) 4
£0.00 50.00 £40,100.00
A E C D E F G H
Umbrella/Poolee (U/P) GL Account Number GL Account Description Budget Actuals Requisitions Encumbrances Remaining
10-0-00000-558580 GEMERAL : SALES TAX $50,000.00  S0.00 548.75 536.61 549,914.64
Down |Oad CSV 10-0-62000-55880 FISCAL MANAGEMENT : SALES TAX  $40,100.00  50.00 50.00 50.00 $40,100.00
10-0-78993-55380 Test Grant : SALES TAX $0.00  $0.00 $0.00 $0.00 $0.00
FD-0-00000-55880 GEMERAL : SALES TAX 50.00  S0.00 50.00 50.00 50.00

[ ]
@ e l I.U.C I an © 2023 Ellucian. All Rights Reserved - Confidential & Proprietary



Using Self-Service Finance Query

Selecting a Fiscal Year and Exporting to Excel

Option 2:
“Detail CSV”
Exported details

shows all dates Actuals Start Date  Actuals End Date (5)

FY2023 6/1/2022 6/30/2023 @ Export v

e e
B LOWT /

[3) Detail CSV

Actuals Requisitions [ Budget [:: Encumbra

Detail CSV ’ ’ ’

A B T D E F G H | ] K L I M o] P
rella/Poolee (U/P) GL Account Number GLAccount Description Transaction Type Document Date Description Budget Actuals Requisitions Encumbrances Fund Location Department Object Applied Filter: Object: 55880
10-0-00000-55880 GENERAL : SALES TAX Budget 'BO00L73 7/1/2022 2023 Original Budget $50,000.00 0 '0 '00000 '55880
10-0-00000-55880 GENERAL : SALES TAX Encumbrances 'PO000043  7/1/2022 EOB - Home Depot, Inc. 836.61 '10 'O '00000 '55880
10-0-00000-55880 GEMERAL : SALES TAX Requisitions ‘0000104 7/1/2022 RCF - Home Depot, Inc. $48.75 10 'o '00000 '55880
10-0-62000-55880 FISCAL MANAGEMENT : SALES TAX Budget 'B0O00214 7/1/2022 2023 Original Budget $50,000.00 0 'o '62000 '55880
10-0-62000-55880 FISCAL MANAGEMENT : SALES TAX Budget 'BO00227  11/3/2022 Testing ($10,000.00) 0 'O '62000 '55880
10-0-62000-55880 FISCAL MANAGEMENT : SALES TAX Budget 'B000228  11/3/2022 test2 $100.00 0 'O '62000 '55880
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Using Self-Service Finance Query

1. Select GL number to detail to view encumbrances, actuals, and budget.

@ ellucian. Q rdilon (> Signout @ Help
Daily Work Financial Management Finance Query
Global Message
Finance Query
Actuals Start Date  Actuals End Date (3)
‘ Fr2022 v| ‘ 6/1/2021 ‘ ‘ 6/30/2022 ‘ | @ Export
Object: 55880
i Gl Account Actuals [ Requisitions [ Budget | Encumbrances | Remaining
4 4 4 4 4
10-0-00000-55880 $4,183.48 548,75 $25,000.00 3$36.61 $20,731.16
GENERAL: SALES TAX
10-0-62000-55880 $0.00 30.00 £25,000.00 $0.00 $25,000.00
FISCAL MAMAGEMENT : SALES TAX
Grand Total $4,183.48 548.75 $50,000.00 536.61 $45,731.16
[ L4 Page 1 of 1 ) ¥ PerPage: | 25 v ‘ Total: 2

@ ellucian
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2. Select item to view details

@ ellucian.

Daily Work Financial Management

Finance Query

& rdillon

> signout @ Help

Global Message

10-0-00000-55880 GENERAL : SALES TAX

< Finance Query

Encumbrances

Document

0000104

P0O000043

Actuals

Actuals 6/1/2021 - 6/30/2022

Document

0000000354

VO00g402

K { Page

Budget

Document

BOO00SS

@ ellucian

1

of 1

~

Date

8/8/2021

7112021

Date

6/14/2022

9/30/2021

Date

7H11/2021

Description

Home Depot, Inc.

ECB - Home Depot, Inc.

Description

Sales Tax

Home Depot, Inc.

Description

20220PER Original Budget

B |

FY2022 vH @ Export

$85.36

Amount

$48.75

$36.61

$4,183.48

$4,183.48

Amount

-$7.00

£4,190.48

Per Page:

$25,000.00

Amount

$25,000.00

25 v ‘ Total:

b
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3. Click on blue arrow to see more details

Purchase Order PO000043

¢ Back to 10-0-00000-55880 GEMERAL @ SALES TAX

Status

Vendor

Amount

Maintenance Date
Initiator

Requestor

Associated Documents

Attachments

Printed Comments

Internal Comments

Line [tems

A1

Accepted

1000106 Home Depot Inc., Dba Home Depot
$559.61

3/9/2021

No Attachments

Description

lumber

~ 10-3-62000-62003

Project

Item Code

Quantity 3

Amount  3500.00
Vendor Part
Tax Codes ST Sales Tax
Expected Date

Tax Form/Box No/State 1099NE NE1 VA

Line Item Comments

Nails

@ ellucian

Date

Status Date
Expected Date
AP Type

Approvers

@ Jodimillin

Quantity

Ln

Unit

EA

BX

3/8/2021
4/29/2021

AP Regular Vendor Payments

Price

$100.0000

$25.0000

Approval Date

4/16/2021

Extended Price

5500.00

$23.00
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Set Default Criteria =

[ ]

- Using Self-S
Location v
Department . Option to Include
15200 x Active Accounts
Object v with No Activity

’ i GL Account
Project v

FACULTY SALARIES

Incllugzie Active Accounts with No 21-0-15200-51000
Activity & WELDING : ADMIN SALARIES & WAGES FIT
(_) Yes Gl.Subclass Total - 51

= EXEMPT SALARIES & WAGES
Sort Options L 21-0-15200-53000

WELDING : STUDENT SALARIES & WAGES
Sort By Subtotal
r Y Gl.Subclass Total - 53

STUDENT SALARIES & WAGES

Gl.subclass ' (—]

21-0-15200-60000
Nane Q WELDING : OFFICE SUPPLIES

21-0-15200-60002
Fund.group WELDING : LABORATORY SUPPLIES

21-0-15200-6000
Fund WELDING : POSTAGE & SHIPPING

Gl.Subclass Total - 60
bocation SUPPLIES & MATERIALS

Option to add
( Reset Filter \J |'/ Save Critetia )
PN sort(s) and
subtotals.

@ ellucian

ervice Finance Query

Actuals

$0.00

%0.00

$0.00

$0.00

A

Requisitions

50.00

50.00

30.00

50.00

30,00

50.00

50.00

20.00
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$25,000.00

$25,000.00

$25,000.00

$75,000.00

Encumbrances

$0.00

50.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

A

Remaining

$25,000.0

=]

$25,000.00

$25,000.00

$25,000.00

$75,000.00

|
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