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 N

Home Academics Community Reporting Work

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

My Finance
Query

1. My Finance
Query
2. My Finance

Query PDF
Instructions

3. My Finance
Query Video
Guide

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”:

My Finance

Hello
g Create, edit and approve transactions and view financial information for department / organization.

—

N Create, view and share budget availability, encumbrance and
payroll queries.

View Document

@\ | View draft, pending and completed documents with related
information and approval history.




Click the “New Query” button located in the upper right corner of the page:
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Under Select Qy Type,udgettats 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”:

@ My Finance Query x +

<« > ¢ 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/favoriteQueries

Create New Query

Select Query Type

Budget Quick Query
[ a|

Budget Status by Account

Budget Status by

Organizational Hierarchy Index

Payroll Expense Detail

Budget Quick Query Choose Index

Fund Organization*

100000 Current Unres... *V 1612 Facilities Manage...

Account Program

Choose Account Choose Program

Activity Location

| fhan | | Chnnca |l ncating




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

@ My Finance Query x +

« 2> C 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/favoriteQueries

Set all other
fields as
indicated on this
screenshot.
Scroll down to

Create New Query

‘ 1 Whittier College

‘ ‘ Choose Index

Fund

Organization *

‘ 100000 Current Unres...

‘ ‘ 1612 Facilities Manage... *V ‘

Account

Program

‘ Choose Account

‘ ‘ Choose Program

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

set Fiscal Year &
Period, and to
select Ledger

Fields to include
in the results

Activity Location

‘ Choose Activity ‘ ‘ Choose Location

Fund Type Account Type

‘ Choose Fund Type ‘ ‘ Choose Account Type

Commitment Type

‘ Al : Include Revenue Accounts

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

Click “SUBMIT":

@ My Finance Query x +

« 2> C 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/favoriteQueries T B e

Create New Query

Change “Fiscal Year”
Fiscal (e e and “Fiscal Period”
petled” relative to the period
through which you
wish to retrieve
Year-to-Date
information

Fiscal Year * ‘ 2020

Comparison
Fiscal Year

Comparison
Fiscal
Period

‘ Nane v ‘ ‘ Nane

Operating Ledger

| Adopted Budget @

Year to Date @
| Budget Adjustment © | Encumbrance @
Adjusted Budget © : Reservation @
| Temporary Budget @ | Commitments @

: Accounted Budget © Available Balance @

SUBMIT




10 | View the Query Results:
@ My Finance Query x  + S I
& 5 C @ ssbawhittieredu:B444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery * » O
i @ ellucian
My Finance » My Finance Query »
Budget Status by Account Select a link from the columns in the Query
Results list to retrieve transaction level detail —————
£ Facilities Mansgement=1512 information for a specific amount. / > B ©
Query Results + 3
T o Account Title » F\'ZUIPDHA?::::: " FY20/PD12Year to Date ™ FYZWPD‘IZA;::[:::: "
8115 Postage and Shipping $0.00 $22.05 ($22.05)
8156 Maintenance - Facilities $3,094,120.00 $2,930,832.62 $163,287.38
8171 Telephone $2,500.00 §2.937.45 ($437.45)
8250 Minor Equipment Under $5000 $0.00 $197.08 ($197.08)
Report-ofal (oralktecord:) $3,096,620.00 $2,933,989.20 $162,630.80
11 | View Transaction level detail:
@ My Finance Query x% [ = @
&« > ¢ 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountDocument/forAccount bvd » e

@ ellucian .

My Finance » My Finance Query » Budget Status by Account

Budget Status by Account

Faciiities Management - 1612

Click the arrow to return to query results

Query Results
Transaction Date ™ Activity Date ®  DocumentCode ® Vendor/Transacti Amount * Rule Class Code
on Description
05/22/2020 05/22/2020 10377904 (1) Flagship $14,038.48  INNI
05/30/2020 06/04/2020 10378147 (i) r:s'"t" BTG ESIER R $17,217.54  INNI
06/19/2020 06/19/2020 10378484 (1) r:;'"ty BEIVICEs LAIESS, $81673.44  INNI
06/19/2020 06/19/2020 10378485 (1) Flagship $10,594.33  INNI
06/19/2020 06/19/2020 j0378486 (1) Flagship $86,521.67 INNI
06/23/2020 06/23/2020 j0378530 (1) Fadility SeevicesRartners; $12,154.20  INNI

Inc.

NAR/2342020 NAR232020 1n (i Serjuoia Envrometial FINN3R 24 INNI

»
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Icons and Menu Items:

@ My Finance Query X +

« > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery Tr » e

1 @ ellucian

My Finance » My Finance Query » Budget Status by A

Bldget Statls by Accaunt Additional Features are \

< Facilities Management - 1612 available through the icons 7/ > B @ 3
and Menu items offered
Query Results here. See the following + 2
rcoun o AccouncTide " panels for a descrlptlgn of o FY20/PD12 A;:;[::: "
the features of each item
8115 Postage and Shipping $22.05 ($22.05)
8156 Maintenance - Facilities $3,094,120.00 $2,930,832.62 $163,287.38
8171 Telephone $2,500.00 §2.937.45 ($437.45)
8250 Minor Equipment Under $5000 $0.00 $197.08 ($197.08)
Report [1okal {of allrecords) $3,096,620.00 $2,933,989.20 $162,630.80
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s

“Edit Query” allows you to access the current query parameters page to make changes:

@ My Finance Query X +

« > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery Tr » e

Edit Query

Select Query Type

{ Budget Status by Account ] Make changes to
query parameters,

as desired. Scroll

down for more

parameters. Click
‘ 1 Whittier College xv ‘ ‘ Choose Index v ‘ “SUBMIT”

Values

Chart* Index

Fund Organization *

‘ 100000 Current Unres... XV | ‘ 1612 Facilities Manage... *v ‘

Account Program

‘ Choose Account v ‘ ‘ Choose Program

Activity Location

‘ Choose Activity v | ‘ Choose Location
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”Save As” allows you to save the query parameters for later access:

@ My Finance Query X +

&« 2> C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery

1 @ ellucian

My Finance » My Finance Query » Budget Status by Account

Budget Status by Account

< Facilities Management - 1612

Query Results
) - Save as
it SR Provide a name for
Budget Query ] )
8115 - the query, then click
Postage and Shipping | : Set as favorite IISAVEM (Or MCANCEL”
7’

8156 Maintenance - Facilities B T ; .

E e i to exit Save as)
8171 Telephone |
8250 Minor Equipment Under $5000 $0.00
R AEEEEIRNE St $3,096,620.00 $2,933,989.20 $162,630.80
@ My Finance Query X + - m} X

* O

&« > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/savedQueries

i @ ellucian #¥ (& Mr ShawnKMcCown

My Finance « My Finance Query

My Finance Query search Query Q |

¢ LowHigh T B

Favorites Saved Queries Shared Queries

Budget Query o
- $162,630 available \
5% $2,933,989 spent of After saving, the query will
SN appear under the “Saved
Queries” tab
L warl Click the “Budget” button

to access the query results
page




15

= @ ellucian

My Finance » My Finance Query » Budget Status by Account

Budget Status by Account

Kimgerauery The icon shape will change to indicate it is shared

Query Results
¥ FY20/PD12 Adjusted
- ke -
‘Accolint & Account Title Budget FY20/PD12 Year to Date
8115 Postage and Shipping $0.00 $22.05
8156 Malintenance - Facilities $3,094,120.00 $2,930,832.62
817N Telephone $2,500.00 $2.937.45
8250 Minor Equipment Under $5000 $0.00 $197.08

Report Total (of all records) $3,096,620.00 $2,833,989.20

| oo
7| an

n
- -
”Share Query” allows you to share the query with other authorized users:
@ My Finance Query x + N 5 =
&« > ¢ & ssb4.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountQuery % e
i @ ellucian 1
My Finance « My Finance Query « Budget Status by Account A Do you want to share this query?

Budget Status by Account “ Yes
< Facilities Management - 1612 7 b R O :
Query Results + &

FY20/PD12 Adjusted FY20/PD12 Available
k3 b » e

Atcon ¢ Account Title Budget FY20/PD12 Year to Date Gl

8115 Postage and Shipping $0.00 $22.05 ($22.05)

8156 Maintenanice - Facifities $3,094,120.00 $2.,930,832.62 $163,287.38

8171 Telephone $2,500.00 $2.937.45 ($437.45)

8250 Minor Equipment Under $5000 $0.00 $197.08 ($197.08)
Repcstilenalior allncarzs) $3,096,620.00 $2,933,989.20 $162,630.80
@ My Finance Query x + N 5 =
&« > ¢ & ssb4.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountQuery % e

=

|4

FY20/PD12 Available

Balance

($22.05)

$163,287.38

($437.45)

($157.08)

$162,630.80




@ My Finance Query X +

« > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/sharedQueries Tr » e

1 @ ellucian ]

My Finance « My Finance Query

My Finance Query Search Query Q ‘

Favorites Saved Queries Shared Queries Y B

Query Name ¢ Query Type ¢
- =l After sharing, the query will
appear under the “Shared
1104 Shannon .
s Queries” tab.
1o Click the “Budget” button
Budget
to access the query results
1564 B page
1579 by acct Budget

1579-Research Budget 1 Priscilla lvana 02/02/2018
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“View Parameters” allows you to view the current query parameters (but not edit):
@ My Finance Query x +
&« - & ssb4whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountQuery T B e

Type Budget Status by
Account

Period Begin 07/01/2019

Period Ending 06/30/2020

Values

Chart Whittier College -
1

Index Al Scroll down to see

Fund Current
ol other parameters.

- 100000 Click “OK” to return to

Program Al the query results

Organization Facilities
Management -
1612

Activity All

Account All
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”View More” allows access to more features: only “View Pending Documents” is functional

= (]
@ My Finance Query X + %

« > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery r e

¥ (& Mr. Shawn K McCown

1 @ ellucian

My Finance » My Finance Query » Budget Status by Account

Budget Status by Account

a0

< Budget Query s 2 B @© E]

Query Results Use the “View pending \ View Available Balance

, documents” item to display View pending documents
Account & Account Title . ID12 Year to Date ™ )
unposted documents in View payrol
process that are excluded

8115 Postage and Shipping $22.05 ($22.05)
from the Budget Status
8156 Maintenanice - Facilities $2,930,832.62 $163,287.38
Report.

8171 Telephone §2.937.45 ($437.45)

8250 Minor Equipment Under $5000 $0.00 $197.08 ($197.08)
Reportilotal (of alltecards) $3,095,620.00 $2,933,989.20 $162,630.80

@ My Finance Query X + - l %
& > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/pendingDacumenits Tr » e

i @ ellucian #¥ (& Mr ShawnKMcCown

My Finance » My Finance Query « Pending Documents

Pending Documents

< Budget Query

Query Results 3
Botient Transaction Date ™ Activity Date ™ Status ®  Fund ™ Organization ™ Account
Code
J0046138 05/31/2020 06/10/2020 Incomplete 100000 1612 8115
[osa21L 05/31/2020 07/09/2020 Incomplete 100000 1612 8171
Joca6222 06/30/2020 07/09/2020 Incomplete 100000 1612 8171

4 bod

Report Total (of all records)
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]
“Download” allows you to download the query results to Excel:
@ My Finance Query x + 5
&« > ¢ & ssb4.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountQuery % e
= @ ellucian
My Finance » My Finance Query » Budget Status by Account
Budget Status by Account
£ Budget Query /s an B G
Query Results + [F
¥ FY20/PD12 Adjusted FY20/PD12 Available
Sieaiing s Account Title "‘ Budget gl FY20/PD12 Year to Date ™ Balance »
8115 Postage and Shipping o A $22.05 ($22.05)
After clicking the
8156 i = it “ ” s ]
Maintenance - Facilities DOWnload icon, a ||nk $2,930.832.62 $163,287.38
8171 Telephone to the Excel file will $2,937.45 ($437.45)
8250 Minor Equipment Uhder $5000 =]zl Fhe Iowgr left $197.08 ($197.08)
corner. Click the link to
Report Total (of all records) open the Excel file $2.933,989.20 $162,630.80
https://ssbd.ihittier.edu8444/FinanceSelfServife/ssb/budgetQueryByA...
B Budget Status By_..xs A~ Show all

X

Home  Insert  Pagelayout  Formulas

Data

Budget_Stat

Review View Add-Ins Acrabat

o PROTECTED VIEW Be careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected View, Enable Editing

= - (=

McCown, Shawn K. £, I

x

hare

%
B1 = F || Budget Status by Account »
A | B c D L= E G =]
1 |Query View Budget Status by Account _|
2 |Fiscal period start date 07/01/2019
3 Fiscal period end date 06/30/2020
4 |As of Date 07/21/2020
5 |Currency uso
6
7 Query Parameters
8 |Chart of Accounts 1 Whittier College
9 Fund 100000 Current Unrestricted Fund
10 |Organization 1612 Facilities Management
11 Account All
18 Include Revenue No
19 Fiscal Year 2020
20 |Fiscal Period 12
23 |Adopted Budget No
24 Yearto Date Yes
27 |Adjusted Budget Yes
32 Available Balance Yes
33
34 Account Account Title Internal Account Type Internal Account Type Title FY20/PD12 Adjusted Budget FY20/PD12 Year to Date FY20/PD12 Available Balance
35 8115 Postage and Shipping 70 Student Financial Aid 0.00 2205 -22.05
36 8156 Maintenance - Facilities 70 Student Financial Aid 3.094,120.00 2,930,832 62 163,287.38
37 8171 Telephone 70 Student Financial Aid 2.500.00 293745 43745
38 8250 ‘Minor Equipment Under $5000 70 Student Financial Aid | 0.00 197.08 -197.08
3%
40 |Report Total (of all records) 3,096,620.00 2.933,989.20 162,630.80
4 L]
42 -
‘ Budget Status by Account1595382 A | [*]
Ready i mo-—4 + 1005




19 @ My Finance Query b4 + = (] x
& > C & ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQueny#!/budgetDashboard/accountQuery Tr » e
i @ ellucian ]
My Finance » My Finance Query » Budget Status by Account
Budget Status by Atcgurt
< Budget Query s 2 B @
Query Results b E]
Use the “breadcrumbs” to i
Aecount ~ Account Title . PD12 Year to Date ™ FYZWPD‘IZA;:;[:::: "
ki navigate back to the My
8115 Postage and Shipping Flnanf:e Query and My $22.05 ($22.05)
Finance pages
8156 Maintenanice - Facilities $2,930,832.62 $163,287.38
8171 Telephone §2.937.45 ($437.45)
8250 Minor Equipment Under $5000 $0.00 $197.08 ($197.08)
Reportilotal (of alltecards) $3,095,620.00 $2,933,989.20 $162,630.80
N | Non-Operating Fund Budget Query: For Non-Operating “Restricted” Funds (Not 100000), mimic the
O | following configuration, varying where noted to tailor the results to your specific Non-Operating FUND:
P @ My Finance Query X + - £ @
<« - C 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/favoriteQueries r » e

Create New Query

SeleCL s IS Vary the “Fund” to match the FUND value
Budget Status by Account for which you wish to retrieve Budget and
financial information. Use the “%”

Wildcard in the “Organization” field

Values

Chart* Index

‘ 1 Whittier College ‘ Choose Index

Fund Organization ™

‘ 426300 Groce Admissi... | %

Account Program

‘ Choose Account ‘ Choose Program

Activity Location

‘ Choose Activity | Choose Location




@ My Finance Query X +

& - C & ssbdwhittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/faveriteQueries * # O

Create New Query

Activity

Location

Choose Activity

v ‘ ‘ Choose Location

Account Typg/ Select the “Include Revenue

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

] [ ” H
v| | Chmjémunﬂyp Accounts” option.

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

Fiscal Year* ‘ 2020

Comparison
Fiscal Year

@ My Finance Query X +

‘ None

/

Include Revenue Accounts

Fiscal ‘
x 12
Period*
Comparison

Fiscal
Period

‘ None

&« 2> C 8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/favoriteQueries

Create New Query

Fiscal Year ™

Comparison

) None
Fiscal Year ‘

Operating Ledger
| Adopted Budget @
| Budget Adjustment @
Adjusted Budget @
| Temporary Budget ©

i Accounted Budget @

‘ 2020 L&

Fiscal
Period*

Select the ledger fields as
indicated. Click “SUBMIT”

Year to Date (@
| Encumbrance @
| Reservation @
| Commitments @

Available Balance @

SUBMIT




View the Query Results:
- O X

@ My Finance Query X +
8 ssbd.whittier.edu:8444/FinanceSelfService/ssb/myFinanceQuery#!/budgetDashboard/accountQuery r » e

« > c
i1 @ ellucian

My Finance » My Finance Query » Budget Status by Account

Budget Status by Account

< % s > B O
All the features discussed in the
Query Results . . += 3
Operating Budget Query section of

i i H FY20/PD1
M 0 Restli the guide (above? will function as 'ustI:eY(:IszPlea i - mo;po:az ;:.: - ]
explained. . Balanc
600BBE Budget Balan d
Funds — ($13.09) $0.00 (51:
1 [N i ¥
(613.09) $0.00 (81

Report Total (of all records)




