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Multi-Year Query



 Correctly set up the Multi Year Query.

 Interpret a Multi Year Query accurately.

 Determine when to use the Multi Year Query query by 
researching examples.

Lesson Objectives



Finance Self-Service
Multi Year Query

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



Multi Year Query Setup

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



Multi Year Query Setup (new!)

First, if there is anything in the 
fields, clear it out.  Then, enter 
the Org number in the 
Organization (not Index) field.

When you do, these fields will 
auto-populate as seen on the 
right:
• Fund Number
• Program Code (clear this)

Last, enter the Fund Number in 
the Grant field.

Click here!!!!

This should remain blank.

Enter Fund No. Here

Enter Org No. Here



Multi Year Query Setup
Scroll down within the selection block.
The beginning Contract/Grant date will 

auto populate, however, you can 
customize by selecting your own dates.  
Note:  These are calendar year months, 

not fiscal year months.
(e.g. 04=April, not January)

Recommended Operating Ledger Columns
• 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



Reading the Multi Year Query

Org Title and Fund #

The Multi Year Query will display.  
You can drill down by clicking on the account codes the same as the

Budget Status by Account Query.
Amounts are from the Contract/Grant ITD, NOT fiscal year.



Questions?

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

Ext. 5217 or Ext. 2242

https://www.uah.edu/budget/self-service-help

