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 Correctly set up Payroll Expense Detail Query by using the 
Index field.

 Interpret a Payroll Expense Detail query accurately.

 Review some ways you can use the Payroll Expense Detail 
Query.

Lesson Objectives



My Finance 
Payroll Expense Detail Query

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



Payroll Expense Detail Query Setup

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



Payroll Expense Detail Query

Enter Org Here!

Index moves here

❖ This is important.  If there is anything 
populated in the FOAP fields, clear it 
out by clicking the X in the Index box.  

❖ Enter the 6-digit ‘Index Number’ 
(‘Organization Number’, ‘Org Code’, or 
just ‘Org’).  A dropdown list will appear 
where you can 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

First, select the Payroll Expense Detail from 
the dropdown menu for Query Type.



Payroll Expense Detail Query Setup

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

select…
Fiscal Year- 2024
Fiscal Period- 14



Payroll Expense Detail Query 
Fiscal Year and Fiscal Period

Fiscal 
Period Month

Fiscal 
Period Month

01 Oct 07 Apr
02 Nov 08 May
03 Dec 09 June
04 Jan 10 July
05 Feb 11 Aug
06 Mar 12 Sept



Reading the Payroll Expense Detail Query

Org Title and #

Last 
Name

The Query will display.  You cannot see the entire query on the screen, so there is a 
slider bar at the bottom so you can see the remaining columns.  If you slide over, you 

will the Amount and Debit/Credit column.

A#
6 digit 

position 
number

Slider Bar

Select down arrow to download to Excel.



Reading the Payroll Expense Detail Query

Org Title and #

You can also access the Payroll Expense Detail query when you are in another query 
type just by selecting a salary account code.

Select down arrow to download to Excel.



 Download expenditure information by employee name and 
account code into Excel to calculate accurate fringe benefit 
rates used to predict expenditures on a contract or grant.

 Use salary/fringe benefit information for each org and 
person supported on that org to project ICR earnings and 
determine levels of contributions from researchers along 
with those from other departments. (Ex. Fiscally 
Responsible 8%-How much is coming from outside 
departments?)

 Others?

Payroll Expense Detail Query Uses



Questions?

Website:  uah.edu/budget/self-service-help
Tammy Haymon: tammy.haymon@uah.edu; Ext 2242

https://www.uah.edu/budget/self-service-help
mailto:tammy.haymon@uah.edu

