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Presenter
Presentation Notes
Welcome to the Office of Budget and Management Information’s Banner Finance Self-Service Training.This is a procedural tutorial to learn to correctly use the Budget Status by Organizational Hierarchy Query.



∗ Correctly set up the Budget Status by Organizational 
Hierarchy Query by using the Index field.

∗ Interpret a Budget Status by Organizational Hierarchy 
query accurately.

∗ Determine when to use the Budget Status by 
Organizational Hierarchy query by researching examples.

Lesson Objectives

Presenter
Presentation Notes
When we are finished with this lesson, you should be able to:Correctly set up the Budget Status by Organizational Hierarchy Query by using the Index field.Interpret a Budget Status by Organizational Hierarchy query accurately.Determine when to use the Budget Status by Organizational Hierarchy query by researching examples.



My Finance 
Budget Status by Organizational Hierarchy

Click the ‘My Finance Query’ 
block on the main screen

Presenter
Presentation Notes
Once you are logged into My Finance, access the Budget Query Function by clicking on the ‘My Finance Query’ box on the main page.



Budget Status by Organizational Hierarchy Setup

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

Presenter
Presentation Notes
Select the box on the top right of the screen to create a ‘New Query’



Budget Status by Organizational Hierarchy

Enter Org Here!

First, enter the 6-digit ‘Index 
Number’ 
(‘Organization Number’, ‘Org Code’, 
or just ‘Org’).  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. 57%xxx).

Once you enter and select the org, 
these fields will auto-populate as 
seen on the right:
• Fund Number
• Organization (Index moves here)
• Program Code

Presenter
Presentation Notes
A pop-up box will appear.  You should work from the top down as you setup the query. The default query is ‘Budget Quick Query’ and it will need to be changed each time you create a new query.The Chart of Accounts for UAH ‘Home’ accounts is ‘H’.  This lesson only refers to Organization codes within Chart of Accounts ‘H’.For Foundation Accounts, the Chart of Accounts would need to be set to ‘F’ and there is a different method for accessing those Orgs that is covered in another lesson.First, enter the…. (read stuff in green box)



Budget Status by Organizational 
Hierarchy Query Setup

Scroll down within the selection block.
You can choose to include revenue or not.

For the most current information, 
select…

Fiscal Year- 2022
Fiscal Period- 14

Recommended Operating Ledger Columns
• Adopted Budget- Budget at the beginning of 

the Fiscal Year (October 1)
• Accounted Budget- Budget as of ‘today’
• Year-to-Date- Transactions that have hit the 

Organization Code as of today
• Encumbrances- Purchase Orders (PO’s-Type 

of Commitment)
• Reservations- Requisitions (Type of 

Commitment)
• Available Balance which is =

Accounted Budget minus Year-to-Date, 
Encumbrances, and Reservations

Presenter
Presentation Notes
Scroll down within the block and make sure the “Include Revenue” box is not checked unless you are specifically querying for revenues.Then scroll down within the block to select the appropriate Fiscal Year and Fiscal Period.  You will then check the boxes in the Operating Ledger to identify the columns you wish to see.  These are the columns that we recommend.Adopted Budget- Budget at the beginning of the Fiscal YearAccounted Budget- Current Budget as of ‘today’Year-to-Date Expenses- Transactions that have hit as of today.  These are most often Payroll Feeds, Invoices, P-card reconciliations, and Transfers in or out of the Org.Encumbrances- Purchase Orders (PO’s) are items that have been entered in the online purchasing system, approved as requisitions, and then converted to PO’s by the Purchasing Department.  They are a type of commitment.  Their document will appear with a ‘P’ at the beginning.Reservations- Requisitions are items that have been entered into the online purchasing system and approved by the department.  Their document will appear with a letter ‘R’ at the beginning.Available Balance- Equal to the Accounted Budget minus Year-to-Date, minus Encumbrances, minus ReservationsNow you are ready to select “Submit”.



∗ Organizational Hierarchy Query is useful for 
calculating totals for different Account Types:
∗ 5xxx- Revenues
∗ 6xxx- Salary/Fringe
∗ 7xxx- Expenditures
∗ 8xxx- Capital Outlay (Equipment/Construction)

Budget Status by Organizational Hierarchy Setup

Presenter
Presentation Notes
Before we click Submit and talk about the query results, it is important to understand that Banner account codes are organized into different Account Types.  Codes starting with 5 are Revenues, 6 are Salary or Fringe Benefits, 7 are Expenditures, and 8 are Equipment and Construction (currently $5,000 and up per unit).So when you look at the Org Hierarchy query, you are looking at what we call a “rollup” or summation of all the account codes in the org into one total.



Reading the Budget Status by 
Organizational Hierarchy

Org title and #

Org # and title

The Budget Query will display on one line and show the total amounts.  
To drill down into the query, click on the Organization Number 

(*directly above the ‘Report Total’)

Presenter
Presentation Notes
Once you click Submit, the query results will appear on the page as one line since all the account codes roll up into one total.  You can drill down into the query hierarchy levels by clicking on the Organization Number hyperlink.



Reading the Budget Status by 
Organizational Hierarchy

Org # and Title

Click on the ‘Account Type’ to drill down even further. You will eventually come to individual account codes.

Presenter
Presentation Notes
When you drill down, you see the different Account Types included in the org.  Click on the Account Type to drill down.  It will give you 1 to up to 4 lines or Account Types (remember the hierarchy we just discussed 50, 60, 70, and 80).  If you click on 70-Account Type for Operating Expenses, it will take you to the level below 70 which includes at least 2 Account Types (Operating Expenses and Transfers).  Some orgs include Account Type 77 for Scholarships.  The budget in 77 cannot be used for operating purchases.  If you click on 71 for Operating, it will take you back to the individual account codes like you saw in the Budget Status by Account Query tutorial.



Banner Self-Service Example Using the 
Budget Status by Organizational Hierarchy Query

Org # and Title

Org #

Org #

Presenter
Presentation Notes
Let’s look at a scenario where it is most beneficial to use the Org Hier query.1.  You are trying to enter a requisition on this org for an operating expense (let’s say supplies) totaling $500 and you get an “Insufficient Funds” message.  You do a Budget Status by Org query and see there is an available balance of $275K.  There’s plenty of money in the org!  Why are you getting an ISF message?The way to determine that is use the Budget St by Org query to drill down on the Org Number and that will bring up the different budget categories in the org.  If you look at the Account Types, you will see 60, 70, and 80 and their budgets on the far right.  If you look at the 70 budget, you see that it shows a deficit.  This is why you can’t place a requisition on the supplies as supplies’ account code is 7404 pulling from the 70 budget.  The entire available balance of $275K is committed to salaries and benefits.  At this point,  you would need to move the funds from another account type (the salary budget) if that is approved through a budget change OR from a different funding source from another org by using budget transfer request through our office.  We don’t typically approve transfers from the salary budget, so in this case, the funds would have to come from another funding source.If you are trying to purchase equipment on this same org(Account Type 80) in the example above, you will get an ISF message because there is no equipment budget.   The same is true here.  In order to make a purchase from Equipment, you would need to a) move funds from another Account Type within this Org OR b) move funds from another org.



Banner Self-Service Example of Budgeted Account Types

Org # and Title

Org # and Title

Presenter
Presentation Notes
Let’s look at another scenario with a Faculty Startup org. You are trying to enter a requisition on this org for an operating expense (let’s say supplies) totaling $500 and you get a call from Procurement saying they can’t approve the purchase because there is a deficit in operating expense budget.You do a Budget St by Org Hier query and see there is an available balance of $43K in Account Type 70, so you drill down and see 3 different budget categories under 70.  You see there is indeed a deficit of ~$1,500 in the operating budget.  However, there is ~$50K in the transfer line.  Technically, you do have the funds to make the purchase.  However, Procurement is not responsible for knowing what those funds can be used for, so they would be correct to disapprove the purchase.  As far as they know, those funds in the Transfer line could be set aside for Scholarships.  There is no way for them to know.  In order to create a budget that is easy for Procurement to approve, you would need to submit a budget change for approval to our office to move those funds from the Transfer line to the Operating budget.  Then Procurement can easily approve the purchase.  If you don’t know how to submit a budget change, ask your Resource Manager to do so.



Questions?

Contact us!
Website:  uah.edu/budget/self-service-help

Melissa Brown if you are in Research or the Colleges:  mab0063@uah.edu; Ext 5217
Tammy Haymon if you are in any other Area: tgh0008@uah.edu; Ext 2242

Presenter
Presentation Notes
This concludes the tutorial.  Please make sure to practice entering a few queries now until you are comfortable.  Doing it now while the tutorial is fresh on your mind is recommended.Please feel free to contact the Budget Office if you have any questions.  Our contact information is found on our website www.uah.edu/budget/self-service-help.  Please contact the person responsible for your university area as described on the site.Melissa Brown is your contact If you are in the Research division or one of the Colleges.Tammy Haymon is your contact If you are in any other division.We will be happy to assist!

https://www.uah.edu/budget/self-service-help
mailto:mab0063@uah.edu
mailto:tgh0008@uah.edu
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