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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

Select Finance Query
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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 “Filter” to display categories.
Filter by Fund, Location, Department, Object, 

and Project.

Choose one or more “category” and 
type value(s) and then click “apply 

filter”

There is an option to: “Set Default 
Criteria”, “Save Criteria”

or
“Reset Filter”
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Using Self-Service Finance Query
Displays only the GL numbers specific to the user’s assigned GL role (GLRD/GLUD)

Filter to 
display 
specific 

components.  
Example: 

Department 
55880

Save filter 
for future 

use.

Can select a criteria previously saved on 
other Self-Service reports
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Using Self-Service Finance Query
Selecting a Fiscal Year and Exporting to Excel

Option 1:
“Download CSV”

Choose Year to 
Display and 

Dates to display

Download CSV

Export to Excel

2 Options: Download CSV 
and Detail CSV
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Option 2:
“Detail CSV”

Detail CSV

Using Self-Service Finance Query
Selecting a Fiscal Year and Exporting to Excel

Exported details 
shows all dates.
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Using Self-Service Finance Query
1. Select GL number to detail to view encumbrances, actuals, and budget.
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2. Select item to view details
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3.  Click on blue arrow to see more details
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Using Self-Service Finance Query
Option to Include 
Active Accounts 
with No Activity

Option to add 
sort(s) and 
subtotals.
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