
NAVIGATION  FOR  APPROVERS

1600grand for Approvers



From Macalester Homepage in Internet Explorer click on 1600grand



Enter your usual Macalester User Name and Password and click on Login



Click on the Business Services Tab



Select Approve Documents and continue with directions in
Approve Requisition Packet



Need to check budget status?



Use Finance Self Service Budget Queries

� Budget Queries can be accessed in several ways:

� From the Business Services Tab (previous screen)

� From the Financial Advisor Graph

� From within Approvals from the menu at the bottom 
of the screen



You can select Budget Queries from the Business Services Tab



In Financial Advisor click on the Legend number for the Budget you want 
to query on.



Budget Queries also appears in the menu at the bottom of the screen for 
Approving documents



Clicking on the Budget Queries menu brings up this screen.   You can now 
Create a Query or Retrieve an Existing Query.



Whether Creating or Retrieving the next screen looks like this.  Click on 
the boxes to select report columns as shown below.



Then click continue.



When creating a query the following fields need to be filled in.
When you retrieve a query these will already be filled in.



Click on Submit Query to view your budget!



Click on any number in blue to see more detail.  Select Next 15 to view 
more accounts.  Report Total summarizes all accounts. 

Click on any 
number in blue to 
see more detail

Click on Next 
15 to see more 
accounts



To save your query for future queries enter a name and click on
Save Query As

Enter name of query and 
click on Save Query As to 
save query  to retrieve 

next time



To perform a query on a different FOAPAL click on 
Another Query



Once you have saved a Query you can use that query again buy clicking the down 
arrow next to the saved  query box.  Click on the name of the query.



Then click on Retrieve Query 



Click on continue



Click on Submit Query



Once you are done checking your budget to actual information you can return to 
Approvals any time by clicking Approve Documents at the bottom of the screen.



To exit Self Service at any time, click on the 
back to Business Services Tab


