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Getting there

» Loginto 1600grand (see 1600grand handout)
» Click on the Business Services tab
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Click on Budget Queries under Finance Self Service.
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Click on the drop down menu to select a query type.

e back to E %

&

logout

Business Services Tab i
e-mail calendar groups

9

help

Personal Information’ Employee WehTaiIurAdministratiun

search | |9 .

Budget Queries

Q To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve Query,

Create a New Query
Type | Budget Status by Account

Create Quer

Retrieve Existing Query
Saved Query | None v

Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance

Template ]
powered by

RELEASE: 7.2
SUNGARD' HIGHER EDUCATION
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Click on Budget Status by Organizational Hierarchy.

Personal Information  Employee WBhTaiIurAdministratiun

Search |:| MENU SITE MAP HELP

Budget Queries

q Ta create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a New Query

Type Budget Status by Account ¥
Budget Status by Account

Budget Status by Orqanizational Hierarchy
Budget Quick Quary

Retrieve Existing Query
Saved Query ‘ Nane ¥

Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | View Document | Budget Transfer | Mulbiple Ling Budget Transfer | Delete Finance
Template ]

RELEASE: 7.2 powered by
SUNGARD' HIGHER EDUCATION
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Click on Create Query.

Eny back ta B %

Business Services Tab '
e-mail calendar groups

b

logout he

Personal Information: 'Employee WehTaiInrAdministratiunm

Search |:| WMEMU  SITE MAP  HELP

Budget Queries

“ To create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query.

Create a New Query
Type |Budget Status by Organizational Hierarchy »

Create Quer

Retrieve Existing Query
Saved Query | Nane v

[ Retrieve Query ]

[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]

RELEASE: 7.2 powered by
SUNGARD HIGHER EDUCATION
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Be sure these boxes are checked for a standard query,

once checked they will default next time.
[®1s00grand |
< back to = & | @ @

Business Services Tab N
ae-mail calendar groups

logout help

Personal Information. 'Employee WebTailor Administration L
Ssearch | | MEMU SITE MAP  HELP
Budget Queries
Select the Operating Ledger Data columns to display on the report,
1 Adopted Budget
O Budget Adjustment L Encumbrances
| Adjusted Budget [] Reservations
[ Tempa 7 Budgg Commitments
Final Budget Awvailahle Balance
Save Query as: |
O Shared
[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Docurment | Budaet Transfer | Multiple Line Budget Transfer | Delete Finance
Template ] L
RELEASE: 7.2 powered by
SUNGARD HIGHER EDUCATION b
I@ 8 Internet
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Then click on Continue.
[®1600grand |

< back to = & | @ @

Business Services Tab ae-mail calendar groups logout help
Personal Information. 'Employee WebTailor Administration L
Ssearch | | MEMU SITE MAP  HELP
Budget Queries
Select the Operating Ledger Data columns to display on the report,
1 Adopted Budget Year to Date
O Budget Adjustment L Encumbrances
| Adjusted Budget F Reservations
D Temporary Budget Commitments
Final Budget Awvailahle Balance
Save Query as: |
O Shared
7
[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Docurment | Budaet Transfer | Multiple Line Budget Transfer | Delete Finance
Template ] L
RELEASE: 7.2 powered by
SUNGARD HIGHER EDUCATION b
I@ 8 Internet
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Be sure the following fields are entered.

Budget Queries

q For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the Fiscal
Year, Period, and Chart of Accounts fields, If Grant information is queried, all retrieved information is Grant Inception to Date, Otherwise, all information retrieved
is through the Fiscal Year to Date.

Q To perform a comparison query select a Comparison Fiscal rear and Period in addition to the required Fiscal Year and Period. With this selection, all details
retrieved will be placed next to the corresponding comparison fiscal period.

[ Chart of Accounts Index

Fund

Crganization

Grant Fund Type

Account

Program

To view expense without
salaries enter 7%

0 Shared
Subrmit Query w
@ Done # Internet
I CU 4«
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For a Budget Hierarchy query, the Org code will be S digits or
less, depending on where in the hierarchy you query from.

| back to B %
Business Services Tab

e-mail calendar groups

Personal Information. 'Employee WehTaiIurndministratiun

soarch l:l MENU  SITE
Budget Queries
Fiscal year: Fiscal period:
Comparison Fiscal year: Comparison Fiscal period:
Commitment Type: all v
]
|

— A5 dlglF Org code will bring up
all 6 digit org codes that report
[] Include Revenue Accounts to that Or-g.

Save Query as: |

O Shared

subrmit Query
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Click on Submit Query to retrieve your data.

| back to B %
Business Services Tab

e-mail calendar groups

Personal Information. 'Employee WehTaiIurndministratiun

Budget Queries

Fiscal year: 2009 ¥ Fiscal period: 2

Comparison Fiscal year: | pone Comparison Fiscal period: | pone +

Commitment Type: all v

[ ]
[ ]
[ 1]
[ ]
[ ]

LS
7o Account Type
]

O Include Revenue Accounts

Save Query as:

O Shared

subrmit Query
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Summary information by org code is displayed.

Q Select a link in the Query Results list to retrieve detail information for the specific itern chosen, Select one of the Download options to download Budget Query data A
to a Microsoft Excel spreadsheet, Calculate user defined columns for the query by raking selections frorm the Cornpute Additional Columns pull down lists,
Report Paramelers
Organization Budget Status Report
By Organization
Period Ending May 31, 2009 For more deta|| CIICI(
As of Feb 21, 2009 . .
on items in blue.
Chart of Accounts M Macalester College Commitmeg
Fund 100000 Operating Budget - Unrestricted Prog All
Organization 72000 Business Services ] All
Account 7% Location All
FY0O9/PD12 Final FYO9/PD12 Year to FY0O9/PD12 FYO9/PD12 Available
Budget Date Commitments Balance
74,600.00 44,673.68 129.10 29,797.22
7,900.00 6,872.68 0.00 1,027.32
13,700.00 3,748.31 0.00 9,951.69
25,800.00 21,594.00 0.00 4,206.00
sk Management - Bus 550,000.00 551,037.07 0.00 (1,037.07)
Sery
I 72000 Rollup = 672,000.00 627,925.74 129.10 43,945.16 I
[ Download All Ledger Columns The ROIIUP Iine
= ] totals all Org codes
ave Query as |
] shared hd
#&] Dore D Internet
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To save your query for future use, fill in a name and

click on Save Query As

Report Parameters
Organization Budget Status Report

By Organization
Period Ending May 31, 2009

As of Feb 21, 2009

Chart of Accounts M Macalester College commitment Type All

Fund 100000 Operating Budget - Unrestricted Program |

Organization 72000 Business Services Ackivity

Account 7% Location

Query Besuits

Organization Organization Title FYD9/PD12 Final FYDO/PD12 Year to FYD9/PD12 Available

Budget Balance

72000 Busingss Servicas
720010 Busingss Services 74,600.00 44,673.68 129.10 29,797.22
720015 Accounting - Bus Sery 7,800.00 f,872.68 0.0n 1,027.32
720020 Purchasing & AP - Bus Sery 13,700.00 3,748.31 0.00 993169
720025 Student Accounts - Bus 25,800.00 21,284.00 0.00 4,206.00

Sery
720035 Risk Management - Bus 530,000.00 551,037.07 0.00 (1,037.07)
Sery

72000 Rollup 672,000.00 b27,925.74 12910 43,945.16

Download All Ledger Columns ] [ Download Selected Ledger Columns ]
save Query as (] |Business Services Surnrnargr) |
v
______________ M Shared
} &  Intemet

Feb 2009



MACALESTER COLLEGE

To start over or run another query, scroll down and
click Another Query.

F2UULD student Accounts - Bus Za,8uu.0d 21,9494.00 g 4,2U6.00
Sery
720035 Risk Management - Bus 550,000.00 551,037.07 0.00 {1,037.07)
Sery
72000 Rollup 672,000.00 f27,925.74 129.10 43,845,146
[ Download &ll Ledaer Columns ] [ Download Selected Ledger Colurmns ]
Save Query az |
0 Shared
Compute Additional Cofumns for the query
Column 1 Operator Column 2 Display After Column New Column Description
(FYO9/PD12 Adopted Budget v | percent of v| | FYO9/PD12 Adopted Budget v | FY0S/PD12 Adopted Budget ||
[ Perform Computation ]

Another Query

[ Budget Queries | Encurnbrance Query | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]
RELEASE: 7.2 powered by
SUNGARD' HIGHER EDUCATION v
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&

Once you have saved a query, you can run your
query using Retrieve Existing Query

Budget Queries

Q To create a new query choose a query tvpe and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a New Query Click here to look up

Type | Budget Status by Account v

Create Query

Retrieve Existing Query
Saved Query |N|:|ne (

a saved query

[ Retrieve Query ]

[ Budget Queries | Encumbrance Query | &pprove Docurments | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]

RELEASE: 7.2 powered by
SUNGARD' HIGHER EDUCATION
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From the drop down box, click on the query you want
to retrieve.

L Lt aieteiteeieteietatdeiute B o Mk teiintettutet Selet etk Sttt et sl Sl Aefietn ittt st | ettt teehiaiatatatiieiet Lt SO |

w1600grand
a back to | 8

Business Services Tab

o 1

logout  help

e-mail calendar groups

Personal Information’ 'Employee WehTaiIorAdministration

Search |:| MENU  SITE MAP  HELP

Budget Queries

Q To create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a New Query
Type |Budget Status by Organizational Hierarchy %

Create Query

Retrieve Existing Query
Saved Query

Business Services 0809 (Personal)
Business Services Summary (Personal)
Compare Year Computation (Personal)
Computation example (Personal) [
[ Budget Queries | Encumbrance Query | &pprove Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]

RELEASE: 7.2 powared by
SUNGARD' HIGHER EDUCATION
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Then click on Retrieve Query.

Personal Information  Employee WehTaiIurndministratiun

Search | |[ag MENL SITEMAP HELP
Budget Queries

q To create a new query choose a query type and select Create Query, To retrieve an existing query choose a saved query and select Retrieve Query,

Create a New Query
Type |Budget Status by Organizational Hierarchy v

Create Query

Retrieve Existing Query

Saved Query |Business Services SummarygPersanal) v|

Retrieve Query

[ Budget Queries | Encumbrance Query | Approve Documents | Yiew Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance
Template ]

RELEASE: 7.2 powered by
SUNGARD' HIGHER EDUCATION
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Continue...

Personal Information’ 'Employee’ ‘WebTailor Administration ®
search |:| MENU SITE MAP HELP
Budget Queries
Template Business Services Summary (Personal) retrieved,
q Select the Operating Ledger Data columns to display on the repart,
0 Adopted Budget Year to Date
0 Budget Adjustment 0 Encumbrances
0 Adjusted Budget 0 Reservations
D Temporary Budget Commitments
Final Budget Available Balance
Save Query as:|
[] Shared 1
b/
& 9 Intermet
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Your settings are saved, so just click Submit Query.

Budget Queries

Template Business Services Summary (Personal) retrieved,

For a Budget Query to be successful, a user with Fund Organization query access must enter a value in either the Organization or Grant fields as well as the Fiscal
Year, Period, and Chart of dccounts figlds, If Grant information is queried, all retrieved information is Grant Inception to Date, Otherwise, all information retrieved
is through the Fiscal vear to Date,

To perform a comparison query select a Comparison Fiscal Year and Period in addition to the required Fiscal Year and Period. With this selection, all details
retrieved will be placed next to the corresponding comparison fiscal period,

Fiscal year: 2009 v | Fiscal period:
Compatison Fiscal year: Comparison Fiscal perio
Commitment Type: Al v

00000
Account Type

Chart of Accounts

Organization

Grant

Account

III _HI
c
5
=%
— ] H..g
=
=

Program

O Include Revenue Accounts -

@ Done § mnteme
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You are back to your budget data. To return to
1600grand, click on back to Business Services Tab.

g1600arand

back ta
Business Services Tab

B%\@

e-mail calendar groups logout

4

help

WebTailor Administration

Raeport Paramefers
Organization Budget Status Report

By Organization
Period Ending May 31, 2009

Az of Feb 21, 2009

Query Results

L

Chart of Accounts M Macalester College Commitment Type all
Fund 100000 Operating Budget - Unrestricted Program All
Qrganization 72000 Business Services Activity Al
Account 7% Location All

MENL  SITE MAP  HELP

Select a link in the Query Results list to retrieve detail information for the specific itern chosen. Select ane of the Download options to download Budget Query data
to a Microsoft Excel spreadsheet. Calculate user defined colurnns for the query by making selections from the Cornpute Additional Colurnns pull down lists,

Organization Organization Title FYD9/PD12 Final FY09/PD12 Year to FY09/PD12 FYD9/PD12 Available L4
Budget Date Commitments Balance
72000 Business Services
720010 Business Services 74,600.00 44, 673.68 129.10 20,797 .22
720015 Accounting - Bus Sery 7,900.00 6,872.68 0.00 1,027.32
720020 Purchasing & AP - Bus Sery 13,700.00 3,748.31 0.00 9,951.69
720025 Student Accounts - Bus 25,800.00 21,594.00 0.00 4,2056.00
Serv
720035 Risk Management - Bus 550,000.00 551,037.07 0.00 (1,037.07)
Serv
72000 Rollup G672,000.00 627,925.74 129.10 43,945.16
[ Download all Ledger Colurmns ] [ Download Selected Ledger Columns ]
w
@ 0 Internet
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&

Please call if you have any questions!

» Tracy Arndt x6567

» Nancy Eastham x6577
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