
 

My Finance Budget Query Guide 
 

1 Login to your MyWhittier account portal. 
2 Locate  Finance Resources Card under Reporting menu.  

The card can be saved to your Home page by clicking the save icon

 
3 Under the “My Finance Query” section, click “My Finance Query” from the options available: 

 

  
4 Alternatively, you can also access “My Finance Query” using the following direct link: 

https://ssb4.whittier.edu:8444/FinanceSelfService/. You can save it as bookmark for easy access. 
5 From the “My Finance” dashboard, select “My Finance Query”: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

6 Click the “New Query” button located in the upper right corner of the page: 
 

 
7 Under Select Query Type, Budget Status by Account allows you to review budget information for specified Fiscal 

Period and Year; Specific FUND values; Specific Organization (ORGN) values; Specific Account (ACCT) values; and, 
include or exclude Revenue Accounts.  
 
Select “Budget Status by Account”: 

 
 
 
 



 

8 Operating Budget Query: Mimic the following configuration, varying where noted to tailor the results to your 
specific Operating ORGN (See panel) 

 
 

9 Select the Operating Ledger Data columns to display on the report. Select only: “Adjusted Budget”; “Year to 
Date”; and, “Available Balance”.  
 
Click “SUBMIT”:  

 
 
 

Vary the 
“Organization” to 
match the ORGN 
value for which 
you wish to 
retrieve Operating 
Budget financial 
information 

Set all other 
fields as 

indicated on this 
screenshot.  

Scroll down to 
set Fiscal Year & 
Period, and to 
select Ledger 

Fields to include 
in the results 

Change “Fiscal Year” 
and “Fiscal Period” 

relative to the period 
through which you 

wish to retrieve 
Year-to-Date 
information 



 

10 View the Query Results: 

 
 

11 View Transaction level detail: 

 
 
 
 
 
 
 

Select a link from the columns in the Query 
Results list to retrieve transaction level detail 

information for a specific amount. 

Click the arrow to return to query results 



 

12 Icons and Menu Items: 
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 “Edit Query” allows you to access the current query parameters page to make changes: 

 
 
 
 
 
 

Additional Features are 
available through the icons 

and Menu items offered 
here. See the following 

panels for a description of 
the features of each item 

Make changes to 
query parameters, 
as desired. Scroll 
down for more 

parameters. Click 
“SUBMIT” 
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”Save As” allows you to save the query parameters for later access: 

 

 
 
 
 
 
 
 
 

Provide a name for 
the query, then click 

“SAVE” (or, “CANCEL” 
to exit Save as) 

After saving, the query will 
appear under the “Saved 

Queries” tab 
Click the “Budget” button 
to access the query results 

page 
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”Share Query” allows you to share the query with other authorized users: 

 

 

The icon shape will change to indicate it is shared 
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 “View Parameters” allows you to view the current query parameters (but not edit): 

 
 
 
 
 
 
 
 
 

After sharing, the query will 
appear under the “Shared 

Queries” tab. 
Click the “Budget” button 
to access the query results 

page 

Scroll down to see 
other parameters. 

Click “OK” to return to 
the query results 
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”View More” allows access to more features: only “View Pending Documents” is functional 

 

 
 
 
 
 
 
 
 

Use the “View pending 
documents” item to display 

unposted documents in 
process that are excluded 

from the Budget Status 
Report. 
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 “Download” allows you to download the query results to Excel: 

 
 

 

After clicking the 
“Download” icon, a link 

to the Excel file will 
appear in the lower left 
corner. Click the link to 

open the Excel file 
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Non-Operating Fund Budget Query: For Non-Operating “Restricted” Funds (Not 100000), mimic the 
following configuration, varying where noted to tailor the results to your specific Non-Operating FUND: 

 
 

Vary the “Fund” to match the FUND value 
for which you wish to retrieve Budget and 

financial information. Use the “%” 
Wildcard in the “Organization” field 

Use the “breadcrumbs” to 
navigate back to the My 
Finance Query and My 

Finance pages 



 

 

 
 

 
 
 
 
 
 
 
 
 
 

Change “Fiscal Year” and 
“Fiscal Period” relative to the 

period through which you wish 
to retrieve Year-to-Date 

information 

Select the “Include Revenue 
Accounts” option. 

Select the ledger fields as 
indicated. Click “SUBMIT” 



 

 View the Query Results: 

 
 

All the features discussed in the 
Operating Budget Query section of 
the guide (above) will function as 

explained. 


