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[bookmark: _heading=h.gjdgxs]UAOnline Finance Overview (Banner 9 Self Service):
Finance Self-Service application enables your institution to deliver optimal customer service using the convenience, speed, and technology of the internet. The application gives users simplified access to information in your Banner Finance system.
[bookmark: _heading=h.30j0zll]My Finance Dashboard
Your My Finance Dashboard will include applications specific to you and your banner access permissions. Select My Finance Query.
[image: ]My Finance Query Overview
My Finance Query allows you to query and view your Finance budget and year-to-date activity. You can use this application for the following:
· Create, edit, delete, or favorite a query to retrieve finance budget data.
· Share a query with others in your organization having the same level of access.
· Perform comparison queries, add computed columns to queries, download query results to Excel, view Documents, view related documents, & view approval history.
[bookmark: _heading=h.1fob9te]New Query
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1) allow you to view and select Favorites, Saved Queries, and Shared Queries
2) search existing queries
3) sort and filter existing queries. 
4) Any saved or favorite queries will show up in the dashboard view. 
5) Select New Query to begin.


[bookmark: _heading=h.3znysh7]Budget Quick Query
The Budget Quick Query does not let you adjust the field selection, compare fiscal years/periods or drill down into activity. It gives a simple and quick view of your budget by account code as shown at the bottom of this section.
[image: ]
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1) Query Type: Budget Quick Query is the default view and should already be selected.
2) Chart: Should default to chart B
3) Index (if applicable): The index is a code that has a Fund, Organization, and Program assigned to it. By entering the Index, the Fund, Organization, and Program fields will populate.
4) Fund: If you don’t have an index assigned, enter the Fund.
5) Organization: If you don’t have an index assigned, enter the Organization.
6) Account: The Account is not typically assigned to an Index and usually you want to leave the Account empty so you can view your entire budget. However, if you do want to view a specific Account enter it here.
7) Program: This should default from the Organization or Index.
8) Activity: If applicable, enter the Activity. 
9) Location: If applicable, enter the Location. This will usually be empty.
10) Commitment Type: Choose All, Committed, or Uncommitted. 
a. Committed: Transactions that have been rolled from a prior fiscal year.
b. Uncommitted: Transactions created in the current fiscal year.
11) Include Revenue: Typically, a budget status report will not include revenue accounts, so by default, this box is not selected. If you have and would like to view your revenue budgets, select this box.
12) Fiscal Year: Select Fiscal Year.
13) Submit to review budget status.
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[bookmark: _heading=h.2et92p0]Budget Status by Account
The Budget Status by Account has the same FOAPal options as the Budget Quick Query. Additionally, you have fund type, account type, comparative fiscal years, and periods, and can select which fields to display. The default is to have all items checked and no fiscal year comparison.
[image: ]Additionally, you can drill down to transaction level detail by selecting the hyperlinked amount in any reported column.
[image: ]Furthermore, you can drill into document/invoice level detail by selecting the hyperlinked Document Code and can move back to prior views by selecting the back arrow next to the organization & description.
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[bookmark: _heading=h.tyjcwt]Budget Status by Organizational Hierarchy
This view gives the same options as the Budget Status by Account but shows results at the organizational level instead of the account level. You can drill down into more detail by selecting a hyperlinked Organization Code.
[image: ]You can continue drilling into detail until you get to the account code level detail at which point you have the same view as the Budget Status by Account view.
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[bookmark: _heading=h.3dy6vkm]Encumbrance Query
The Encumbrance Query shows all encumbrances and allows you to drill down to the document level. The parameter options are the same as the Budget Status by Account options.
[image: ]The Encumbrance Query will only show Encumbrances. It does not include Reservations.
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[bookmark: _heading=h.1t3h5sf]Payroll Expense Detail
The Payroll Expense Detail displays entire payroll distribution data, including account information, employee class, payee name, position details, earn class, hours, and amount paid for the selected fiscal year and period by selected FOAPAL, single organization, fund type, or account type.
Note: Users must have appropriate finance permissions to view payroll expense details. 
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[bookmark: _heading=h.4d34og8]Additional My Finance Query Features
[bookmark: _heading=h.2s8eyo1]Edit a Query
1. Select the query you want to edit from the My Finance Query dashboard.
2. Click [image: ]to access the edit query window and adjust your selections.
3. Click Submit to view new query results.
[bookmark: _heading=h.17dp8vu]Save a Query & Mark it as a Favorite
1. Create a query you wany to save.
2. Click [image: ] to access the save as window.
3. Enter a query name in the provided field.
4. If you want to set the query as a favorite, click the Set as favorite check box
5. Click Save. 
Tip: You can also use the [image: ]icon from the My Query Dashboard to toggle a query as a favorite.
[bookmark: _heading=h.3rdcrjn]Share a Query
1. On the My Finance Query dashboard page, locate the query you want to share in the Favorites or Saved areas.
2. Click  [image: ]
3. You will now see [image: ]which indicates that the query has been shared.
4. You can click on [image: ]to un-share the query.
Tip: You can also perform the Share/Un-Share operation, while running a query from the Query results listing page.
[bookmark: _heading=h.26in1rg]Delete a Query
1. On the My Finance Query dashboard page, click Saved Queries.
2. Locate the saved query you want to delete and click [image: ]
3. On the delete prompt, choose the appropriate option.
[bookmark: _heading=h.lnxbz9]Download a query to Excel
1. Create or view a query that you want to download.
2. Click [image: ] to download the query to the default download location on your local drive.
[bookmark: _heading=h.35nkun2]Add a Computed Column
 Note: Computed columns can be added to all query types except Budget Quick Query.
1. Create or view the query to which you want to add a computed column.
2. Click  [image: ] to access the Computed Columns window.
3. Define the computed column by naming it and selecting the two columns and the operator controlling the new column's results.
4. Click Compute.
5. Query results reload listing the new computed column in the results.
Tip: You can use the Remove tab to remove a previously added computed column from a query.
[bookmark: _heading=h.1ksv4uv]View Available Balance, Pending Documents, and Payroll Expense Detail
When viewing the selected query click [image: ]to access the options list.
· View Available Balance: The system presents Available Balance information based on the query parameters (similar to FGIBAVL in Banner Admin).
· View Pending Documents: The system presents a list of pending documents associated with the query.
· View Payroll: The system presents payroll information, based on your permission level.
Note: Users must have appropriate finance permissions to view payroll expense details.
[bookmark: _heading=h.44sinio]Modify a Shared Query Template
Templates for common financial reports have been created and can be customized to meet your specific reporting needs. Once updated, these templates can be saved for quick access and easily shared with your financial management team. You can find them in the Shared Query Section of the My Finance Query Dashboard, where each template begins with "TEMPLATE" followed by a brief description of its intended use. When saving a template for sharing across the system, UA requires a consistent naming convention that includes a reference to the relevant organization. This makes it easier for others to search and locate all shared reports related to a specific organization or department.
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