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Banner Finance Self-Service Training

Budget Status by Account Query




Lesson Objectives

» Correctly set up the Budget Status by Account Query.

» Inferpret a Budget Status by Account query accurately.

» Determine when to use the Budget Status by Account query by reviewing
examples.
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Student Registration
Use this link to access registration functions.

My Profile
Use this link to access and update your personal information, direct deposit, and proxy information

Student Services
Use this link to access student information.

Financial Aid
Use this link to access Student Financial Aid.

Faculty & Advisor Self Service
Use this link to access faculty grading, attendance tracking, advising profile, faculty schedule, etc.

Employee Self Service
Use this link to access information about your employment at the University.

Finance Self Service
Use this link to access purchase orders and other finance functions.

Finance Self Service

s based on your role at the University. If you need access to a page that you do not currently have, please contact the Office of




Budget Status

by Account Query

My Finance

Hello (D
Create, edit and approve transactions and view financial information for department / organization. A
Select my Finance

My Finance Query QU ery

~ Create, view and share budget availability, encumbrance and
payroll queries.

N

Budget Development

Create and review fiscal year operating budgets for the budget

development process.

Delete Finance Template View Document

Delete templates for Finance Queries, Budget Development, and View draft, pending and completed documents with related

Purchase Orders.

L[]

information and approval history.



Budget Status

by Account Query

My Finance » My Finance Query

My Finance Query | Q ‘

Favorites  Saved Queries  Shared Queries $ LowHigh Y B

Click the ‘New Query’ button
in the top right corner of the
screen to get started

L]



Budget Status

by Account Query

Create New Query

Select Query Type

Budget Status by Account v ] _
Select Budget Status by

Values Account from the drop down

Chart* Index

S Tennessee State University Choose Index

Fund Organization®

Chart of Accounts should be
set to “S” for University or
“F” for Foundation

110001 Undesignated E and G 73000 Central Org Revenue

Account Program

58879 Passport Fee Choose Program

Activity Location

Choose Activity Choose Location




Budget Status

by Account Query

« Important <
If there is anything populated in the FOAP
fields, clear it out by clicking the “x” in
the Index box.

< Enter the 5-digit Organization Number
(Org Code)

A dropdown list will appear where you
will select the org number.

You can also use a wildcard % to look up
the org # (e.g. 22%).

< Once you enter and select the Org,
these fields will auto-populate as
seen on the right: (if it does not enter
manually)

* Fund Number

* Program Code

Create New Query

Chart* Index

S Tennessee State University xv Choose Index v

< Important <

Fund Organizati

110001 Undesignated E and G 22000 General Accounting

< Uncheck the Include Revenue

Accounts
***If you need to look at revenue only then will
you check it***

Account Program

74000 Operating Expense Budget ... *Vv 450 Institutional Support

Activity Location

<% Commitment Type select
“Uncommitted”

Choose Activity v Choose Location v

Fund Type Account Type

Choose Fund Type Choose Account Type

Commitment Type

Uncommitted v Include Revenue Accounts




Budget Status

by Account Query

% Recommended Operating Ledger Columns <

> Adopted Budget- Budget at the beginning of
the Fiscal Year (July 1)

> Budget Adjustment — Additions or reductions
made to the original budget

> Adjusted Budget - Total Current Budget

> Accounted Budget- Budget as of ‘today’

> Year-to-Date- Actual transactions activity as
of today

» Encumbrances- Committed for future
expenditures (ie PO’s and Salary)
Commitments - Total budget set aside for
future obligations

> Avadilable Balance - Remaining budget

Scroll down within the selection block.
For the most current information, select
Fiscal Year- 2026 Fiscal Period- 14

Create New Query

Fiscal Year *

2026 / xv

Comparison None v

Fiscal Year

Operating Ledger

Adopted Budget @

Budget Adjustment ©®

Adjusted Budget (O
Temporary Budget O

Accounted Budget ®

Fiscal Period* N v

Comparison
Fiscal
Period

None v

Year to Date ©

Encumbrance @
Reservation ®

Commitments

Available Balance ®

After selecting operating ledger columns
scroll down and select Submit




Reading the Budget Statfus by

Account Query

Budget Status by Account
£ General Accounting - 22000

Query Results
Account ¥

61100
61300

61600
62000
62001

62002
62003
62100
62201
62300

62500
1 »

Report Total (of all records)

Check your ORG Title and Dates !

Account Title &

Administrative Salaries

Supporting Salaries

Professional Support
Salaries

Employee Benefits
Budget Pool

TCRS Hybrid Defined
Benefit

TCRS Stabilization ER
TCRS Hybrid Contrib ER
TCRS Retirement

ORP Retirement ING
FICA

Group Insurance

Health

o b

B

N A A

~
~

FY26/PD14
Adopted Budget ¥

$40,000.00
$174,692.00

$820,222.00

$370,000.00

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

($1,656,914.00)

FY26/PD14
Budget £
Adjustment

$0.00
$0.00

($155,345.00)

50.00

$0.00

$0.00
$0.00
$0.00
50,00
$0.00

$0.00

$130,938.02

FY26/PD14
Adjusted Budget ¥

$40,000.00
$174,692.00
$664,877.00
$370,000.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

-

($1,525,975.98)

FY2e/PD14
Accounted $
Budget

$40,000.00
$174,692.00

$664,877.00

$370,000.00

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

($1,525,975.98)

FY26/PD14 Year
to Date ¥

$0.00
$12,884.46

$98,536.79

$0.00

$1,274.47

$498.26
$2,285.59
$9,446.80
$1,200.00
$8,044.09

$17.467.13

($210,114.55)

Various Query Options Below

FY26/PD14
Encumbrances ¥

$0.00
$72,007.50

$626,901.34

$0.00

$0.00

$0.00
$0.00
$0.00
30.00
$0.00

$0.00

($725,425.49)

FY26/PD14
Commitments ¥

30.00
$72,007.50

$626,201.34

$0.00

$0.00

$0.00
$0.00
$0.00
50.00
$0.00

$0.00

($735,425.49)

Aloanyd aIoys

FY26/PD14
Available $
Balance

$40,000.00
$89,800.04

($60,561.13)

$370,000.00

($1,274.47)

($498.26)
($2,285.59)
($9,446.89)
($1,200.00)
($8,044.09)

($17.467.13)

($580,435.94)

-




Reading the Budget Statfus by

Account Query

The query is arranged in ascending order by T R | S Myfinance - Myfinance Query © Budgel Stawsby.Acco
Account Code. The codes fall into these
. ey . Budget Status by Account Budget Status by Account
categories or ‘Hierarchies’.
£ General Accounting - 22000 < General Accounting - 22000
Query Results Query Results
N
Account Hierarchies | Account 0 Account Tide & ot & pccount e %
N 61100 Administrative Salaries 52500 Group Insurance
- 61300 i
SXXXX Revenue ) supporting Salaries 62700 Employee Scholarships
~ 61600 Professional Support
6 ] XXX S | salaries 73000 Travel Budget Pool
- 0 0 ry 62000 Employee Benefits o .
Budget Poal 74000 perating Expense
Budget Pool
. 652001 TCRS Hybrid Defined
62XXX Y B en eflTS Benefit 74230 Postal Charges
62002 TCRS Stabilization ER 74430 Software Maintenance
73XXX = Travel 62003
TCRS Hybrid Contrib ER 74440 Consulting Services
62100 TCRS Retirement :
. Other Professional And
74XXX - Operating [ Acimin Stvs
62201 ORP Retirement ING
74310 Office Supplies
62300 fica
52500 5 ‘ 74530 Operational supplies
A roup insurance
The Report total for all areas is at the bottom of ° o
74550 Sensitive Equipment
the query. ‘ Report Total (of all records) frems
| ——




Reading the Budget Statfus by

Account Query

Note: Amounts can be calculated both across rows and down columns

My Finance My Finance Query Budget Status by Account

Budget Status by Account
{ General Accounting - 22000 ROWS: ACCOUI‘Ifed BUdget - YTD - Encumbrdnce = /s - B H
E— Available Balance + .

account. & AccountTite & Health & FY25/PD14 Mty P01, Accounted ¢ YZPDIAYERr FY26/PD14 FY25/PD14 nveiable &

Adopted Budget Adjustment Adjusted Budget Budget to Date Encumbrances Commitments Balance

61100 Administrative Salaries [} $40,000.00 $0.00 $40,000.00 $40,000.00 50.00 $0.00 $0.00 $40,000.00 2
61300 Supporting Salaries o $174,692.00 $0.00 $174,6092.00 $174,692.00 $12,224.45 $72,007.50 $72,007.50 $20,200.04

51600 ;:I’;ﬁzional Support $820,222.00 ($155,345.00) $664,877.00 $664,877.00 $98,536.79 $626,901.34 $626,001.34 ($60,561.13)

62000 Employee Benefits o $370,000.00 $0.00 $370,000.00 $370,000.00 $0.00 $0.00 $0.00 $370,000.00

Budget Pool

62001 ;i:z f':yb”d Defined A 50.00 $0.00 50.00 $0.00 31,274.47 $0.00 $0.00 (51,274.47)

62002 TCRS Stabilization ER A $0.00 $0.00 $0.00 $0.00 $492.26 $0.00 $0.00 ($492.26)

62003 TCRS Hybrid Contrib ER A $0.00 $0.00 $0.00 $0.00 $2,285.50 $0.00 $0.00 ($2.285.59)

62100 TCRS Retirement A $0.00 $0.00 $0.00 $0.00 $9,446.89 $0.00 $0.00 ($9.446.83)

62201 ORP Retirement ING A $0.00 $0.00 $0.00 $0.00 $1,200.00 $0.00 $0.00 {$1.200.00)

62300 FICA 7'} $0.00 $0.00 50.00 $0.00 $8,044.00 $0.00 $0.00 ($8,044.09)

62500 Group Insurance Ah $0.00 $0.00 $0.00 $0.00 $17,467.13 $0.00 $0.00 ($17.467.13)

-
-

Report Total (of allecords) COI umns: s um Of a" ($1,656,914.00) $130,938.02 ($1,525,975.98) ($1,525,975.98) ($210,114.55) (8735,425.49) ($735,425.49) ($580,435.94)

amount




Reading the Budget Statfus by

Account Query

My Finance My Finance Query. Budget Status by Account

Budget Status by Account Clicking on the Ellipsis Button gives you 2 options.

< General Accounting - 22000 Check Pending Documents for fransactions that ;- &
affect Available Balance.

Query Results g;«:rf—:\erailable
A FY26/PD14 Fy26/PD14 FY26/PD14 FY26/PD14 FY26/PD14 Year FY26/PD14 FY26/PD14 nﬂg::gng
Account i ~ ~ -~ ~ . -~ ~ -~ ~ y -~
v AccountTide & Health A Adopted Budget ¥ ’ Budget & Adjusted Budget ¥ Accounted to Date ¥ Encumbrances ¥ Commitments ¥
Adjustment Budget Balance
N
61100 Administrative Salaries (] $40,000.00 $0.00 $40,000.00 $40,000.00 $0.00 $0.00 $0.00 $40,000.00
61300 Supporting Salaries L] $174,602.00 $0.00 $174,602.00 $174,692.00 $12,334.46 $72,007.50 $72,007.50 $80,800.04
61600 :;T;ﬁijmal support A $820,222.00 (§155,345.00) $664,877.00 $664,877.00 $08,526.79 $626,001.34 $626,001.34 ($60,561.13)
62000 Employee Benefits ] $270,000.00 $0.00 $270,000.00 $370,000.00 50.00 $0.00 50.00 $370,000.00
Budget Pool
62001 ;i:zf':”'b”d Defined A £0.00 $0.00 £0.00 $0.00 §1,274.47 $0.00 £0.00 (51,274.47)
62002 TCRS Stabilization ER A $0.00 $0.00 $0.00 $0.00 $498.26 $0.00 $0.00 ($498.26)
62003 TCRS Hybrid Contrib ER i $0.00 $0.00 $0.00 $0.00 $2,285.59 $0.00 $0.00 (52,285.59)
62100 TCRS Retirement A $0.00 $0.00 $0.00 $0.00 $9,446.80 $0.00 $0.00 ($9,446.89)
62201 ORP Retirement ING A $0.00 $0.00 $0.00 $0.00 $1,200.00 $0.00 $0.00 ($1,200.00)
62300 FICA A $0.00 $0.00 $0.00 $0.00 $8,044.09 $0.00 $0.00 ($8,044.09)
62500 Group Insurance A $0.00 $0.00 $0.00 $0.00 §17,467.13 $0.00 $0.00 ($17.467.13)

Report Total (of all records
P f ) ($1,656,914.00) $130,938.02 ($1,525,975.98) ($1,525,975.98) ($210,114.55) ($735,425.49) ($735,425.49) ($580,435.94)



Reading the Budget Statfus by

Account Query

My Finance My Finance Query. Budget Status by Account

Budget Status by Account
Salary Account Codes (61XXX): _
. . . < General Accounting - 22000
Often budgeted at the beginning of the Fiscal
Year based on the positions that are being paid e
from the org COde- Account o] Account Title & Health & Adopgclzﬁﬂfd[;e‘:c A::jgsg\d%}eEQ
Benefits ACCOU"" COdeS (62XXX): 61100 Administrative Salaries ] $40,000.00 $0.00
Employee Beneﬁts are bUdgefed hel’e in the 61300 Supporting Salaries [ ] $174,602.00 $0.00
pOOI account 62000. 61600 :;T::ZSS‘O”B' Support A $320,222.00 ($155,345.00)
62000 ;pog‘zﬁig‘e“ef'ts ] $370,000.00 $0.00
62001 g(;:zfl;ybrid Defined A £0.00 $0.00
62002 TCRS Stabilization ER A $0.00 $0.00
° . N . 62003 brid Contrib A X 30.
You may have also noficed the icons appearing in the - - -
o o o 62100 atiremen ! .
health column. This is a new feature to show you if you e e a e e
have collected or spent funds when compared to the - ORP Retrement ING a 50.00 .00
budgel‘ amount. 62300 FICA A $0.00 $0.00
62500 Group Insurance A $0.00 $0.00
Benefits is an exception due to only being budgeted in
62000, actual activity shows in the subaccounts. repert ol ot sl ecercs) ($1,656.814.00) $150,538.02




Reading the Budget Statfus by

Account

Query

The Expenditures/Operating Budget is also usually budgeted in the 73000
or 74000 code. Year-to-date charge and Encumbrances, in the 70000

series then draw off this total amount.

Pooled
Accounts

Sub
Accounts

My Finance My Finance Query

Budget Status by Account
€ General Accounting - 22000

Query Results
Account v

73000

74000

74230
74430

74440

Account Title fo]

Travel Budget Pool

Operating Expense
Budget Pool

Postal Charges
software Maintenance

Consulting Services

Budget Status by Account

Heath & e pudget ©
[} $2,000.00
[} $250,000.00

$0.00
$0.00
(] $0.00

FY26/PD14
Budget &
Adjustment

$0.00
$0.00

$0.00

$0.00

$20,327.00

FY26/PD14
Adjusted Budget ¥

$2,000.00
$250,000.00

$0.00
$0.00

$20,327.00

FY26/PD14
Accounted $
Budget

$2,000.00
$250,000.00

$0.00

$0.00

$20,327.00

FY26/PD14 Year
to Date ¥

£0.00

$0.00

$257.74

$10,250.00

$12,327.00

FY26/PD14
Encumbrances ¥

$0.00

$0.00

$0.00

$0.00

$8,000.00

FY26/PD14
Commitments ¥

£0.00

$0.00

$0.00

$0.00

$8,000.00

FY26/PD14
Available $
Balance

$2,000.00
$250,000.00

($257.74)

($10,250.00)

$0.00



Reviewing Details in Budget Status by

ACCoun

1get Status by Account

Accounts with activity will
have a hyperlink, scroll mouse
over amount and click link

Title o

dget Pool

f Expense
20l

arges
Maintenance

£ Services

fessional And
s

splies
1al Supplies

Equipment

Health

o o

PO b P

FY26/PD14

Adopted Budget ¥

$2,000.00

$250,000.00 \

$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

nonn

FY26/PD14

Budget £

Adjustment

$0.00

$0.00

$0.00

$0.00

$20,327.00

$4,079.98

$0.00

$0.00

& nn

/

I Query

FY26/PD14
Adjusted Budget ¥

$2,000.00

$250.000.00

£0.00

£0.00

$20,327.00

$4,079.98

£0.00

£0.00

N onn

My Finance My Finance Query Budget status by Account

Budget Status by Account
< General Accounting - 22000

Query Results

Transaction Date v Activity Date

07/01/2025 07/02/2025

Accounts with activity will
have a hyperlink, scroll mouse
over amount and click link

<

Date Activity

Document Code

LOD00043

Budget Status by Account
< General Accounting - 22000
Query Results
Transaction Date v Activity Date
08/19/2025 08/19/2025

Repert Total (of all recerds)

Information
on Invoice

Document Code

<

<«

<>

Vendor/Transaction Description

Roll Original FY26 Budget

Vendor
Name

Amount $ Rule Class Coc

$2,000.00 BDO1

Vendor/Transaction Description

Jaggaer LLC

Invoice
Amount

Amount $ Rule Class Code

$12,327.00  INEI

$12,327.00



When to Use Budget Status by

Account Query

> When you need to look at the detailed account codes for information on
a fransaction.

> When you need to research a requisition, purchase order, budget revision
or other enftries



Questions?e

Contact us!
Website: www.thstate.edu/businessoffice/budgetoffice.aspx
Ext. 6647 or 7606
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