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What Budget Queries will do for you...

� Quickly generate real-time budget vs. actual reports for your 
organization

� Design and save queries that meet your specific needs 

� Easily drill down to see the detail behind summary figures

� Produce inception to date grant expenditure status 

� Produce activity code expenditure reports

� Download all or selected columns to Excel for further analysis
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Getting there

� Log into 1600grand (see 1600grand handout)

� Click on the Business Services tab
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In the Business Services tab click on Budget Queries.
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For a basic budget query select Budget Status by Account 

from the drop down box.
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Click on Create Query.
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Be sure these boxes are checked for a standard query, 

once checked they will default next time.
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Then click on Continue.
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Fill in the following fields
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Enter your org 
code here

Enter your fund 
code here



Click on Submit Query.
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Your Budget Status report will appear!
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Notice there are three total lines, one for the screen you are 

viewing, a running total and total for the whole budget.
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Budget
YTD 

Actuals
Any open 
PO’s, 

Requisitions 
or other 

encumbrances

Budget left 
to spend



To view more accounts click on Next 15
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The query can now be saved.
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Fill in a description next to Save Query As (do not 

click on the Shared box) Click on ‘Save Query As’.
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To run another query click on Another Query.
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Once you have saved a query, you can run your 

query using Retrieve Existing Query

Click here to look up 
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Click here to look up 
saved query



Click on the saved query you want to run.
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Then click on Retrieve Query.
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Click on Continue.  
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All your settings have been saved, just click on 

Submit Query.
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Your data is retrieved, click on any item in blue to see 

more detail.
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After clicking on a blue expense number, you are 

taken to a detail screen.
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Detail

Budget remaining for 
expense code selected

Total



To return to the previous screen click on the Back 

arrow at top of screen.
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You can drill down further 
by clicking on any blue item



To query a grant, fill in the Grant box with the grant 

fund code and be sure Include Revenue Account is 

checked.  Click on Submit Query.
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The Report Total is your Grant balance.  A Grant 

query shows all activity from the beginning of the 

grant.
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To query by Activity Code, add an activity code in the 

Activity box and click Submit Query.
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Expense for just the activity code will appear.
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Please call if you have any questions!

� Tracy Arndt  x6567

� Nancy Eastham x6577� Nancy Eastham x6577
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