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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 Account query or Budget St by Org Hier to query revenues.  It is recommended if you haven’t watched those videos that you stop this video now and watch those videos.



∗ Define revenues and review some examples.
∗ Interpret a Revenue query.
∗ Know when to use the revenue query.

Lesson Objectives

Presenter
Presentation Notes
These are the Lesson Objectives.  When we are finished with this lesson, you should be able to Define revenues and review some examples.Interpret a Revenue query.Know when to use the revenue query.



∗ Revenues are types of income that are posted to an org code.
∗ They are identified by Account Codes in the “5xxx” series.  

There are several types of revenue.
∗ 51-Tuition and Fees 
∗ 52-State Appropriations
∗ 53-Grants & Contracts
∗ 54-Gifts
∗ 55-Investment Income

What are Revenues?

56-Endowment Income

57-Sales and Services

58-Other Sources

59-Auxiliary Income

Presenter
Presentation Notes
There are several types of revenue which are listed on this slide.



Banner Finance Revenue Query

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.  



My Finance 
Revenue Query

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’



My Finance 
Revenue Query

Make sure that 
your Chart of 
Accounts is Set 
to ‘H’ 
(‘F’ for 
Foundation 
Orgs)

Select the 
‘Budget Status 
by Account’ 
option from 
the Drop-down 
menu.

Presenter
Presentation Notes
When the pop up box appears, to query revenues, from the ‘Select Query Type’ dropdown menu, select either ‘Budget Status by Account’ or ‘Budget Status by Org Hierarchy query.  Instructions on how to set up a Budget Status by Account or Budget Status by Org Hier query are covered in different videos.  As mentioned previously, please stop now and review those videos if you need to because these queries are used to query revenues as well as expenses.



My Finance 
Budget Status by Account Query-Revenues

Scroll down within the selection block.
For the most current information, 

select…
Fiscal Year- 2023
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

Click the “Include Revenue” box.
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Presentation Notes
When selecting parameters for the revenue query, you will scroll down in the popup fox to find the “Include Revenue Accounts” checkbox and make sure it is checked.  Then finish selecting the parameters for your revenue query.



My Finance
Budget Status by Account Query-Revenues

CHECK YOUR TITLE, 
FUND, ORG AND DATES!!Org Title and #

5000-Revenues
Revenue Codes
Account codes with ‘5xxx’ are Revenue.  
This line will only appear if ‘Include Revenue 
Accounts’ box is checked in the setup.

• The Accounted Budget is already available to be spent.
• The Year-to-Date has accrued within the Fiscal Year.
• The negative Available Balance amount is the result of the 

Accounted Budget minus theYTD revenue line in 5899/5912.
In this example, there is $10.00 available to increase the 
revenue and expenditure budgets.

Revenue Codes
If the ‘Include Revenue Accounts’ 
box is checked, you will notice the 
available balance is reversed.  
Revenue amounts are not available 
for use until they are added to the 
Expenditures budget.
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Presentation Notes
Revenue codes are in the 5000 series of account codes at the top of the account code list on the left side of the page.  They will only appear if the Include Revenue box is checked in the setup.The Accounted Budget on the revenue line is already available to spend.  This amount can be added by the Budget Office at the beginning of the FY in the Adopted Budget column based on revenue estimates decided on by the querying department or it can be added during the FY by a transfer of revenue from a different org.  The Year to Date column shows actual revenue accrued within the fiscal year.  The negative available balance amount is the result of the Accounted Budget minus the YTD revenue in the revenue line.  In the example, $10 has been deposited as revenue and is available to increase the revenue and expenditure budgets.  This negative revenue amount in the Available Balance column is not available to spend until you request that the Budget Office increase the Accounted Budget by that amount.  When the revenue budget is increased, the operating budget is increased at the same time so that revenues and expenses balance.Notice the Report Totals.  If the Include Revenue box is checked, you will note that the Available Balance is reversed from what it actually is.  So in this case, the avail bal of negative $XX is actually an avail bal of positive $xx.  



∗ Requests to increase revenue budgets should be emailed to the 
Budget Office to the contact for your department. 

∗ Please note that the Budget Office automatically performs 
budget changes each month to increase the budgets for Fund 
Type 31 orgs.  (e.g. 400301 or 844003)

∗ The email request should include the following:
∗ Organization Code (6-digit code)
∗ Fund Code (5-digit code)
∗ Estimated amount (typically the entire negative revenue balance)
Please note that the Budget Office may request additional information 

from you related to the revenue source before processing your request.

Revenue Budget Change Requests
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Presentation Notes
Requests to increase revenue budgets should be emailed to the Budget Office to the contact for your department. Please note that the Budget Office automatically performs budget changes each month to increase the revenue budgets for Fund Type 31 orgs.  (e.g. 400301 or 844003)You can determine the fund type of an org by looking at the place value in the 4th place.  If it is a 3 or 4, then the Fund Type is 31.  However for research orgs, it is the 3rd place value that determines fund type.When you send an email request, it should include the following:



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!
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