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Objectives 

Users will be able to access and navigate within the Banner Finance Self-Service 
system and be able to query budgets of Angelo State University.  The user will 
be able to obtain information regarding budgets, revenues, expenditures, 
commitments, and available balances within their area of fiscal responsibility. 

Introduction 
 
Banner is a web-based, administrative software application developed 
specifically for higher education institutions by a company called SunGard HE.  
Banner provides an online environment that will allow ASU to perform 
administrative functions in a highly efficient manner as all data will now be totally 
integrated and shared among different areas of ASU. 
 
Banner comes in two distinct flavors: Internet Native Banner (INB) and Self-
Service.  Self-Service is what we will be working with today in class.  Self-Service 
is a more user-friendly interface that allows a specific set of processes to be 
completed.  It is more intuitive and less “forms” intensive than INB; however, not 
all Banner processes can be completed with Self-Service. 

Logging in to Finance Self-Service 
 
Go to http://ramport.angelo.edu  
 
Click the Work Life tab  
 

Budget Queries 
 
In the Banner Self-Service Links channel, click “Budget Queries” under the 
Finance Information heading. 

 
 
 



   
4 

 

Types of Budget Queries 
 
Budget Status by Account 

Review budget information by account for the Fiscal Period, Year to Date, 
and Commitment type.  This option displays salary and M&O activity. 

 
Budget Status by Organizational Hierarchy 

Displays just M&O activity and organizes the accounts. 
 
Budget Quick Query 

Mimics the output one sees from [FGIBDST] in Banner INB.  This option 
does not have drill-down capability. 

 
Saved Query 

If a query has been saved from a previous session, it will appear in the 
drop-down menu.  Saved queries include personal and shared queries.  A 
shared query is can be accessed by any user.  See page 8 for more 
information on creating a saved query. 
 

Select “Budget Status by Account”. 
 
Click [Create Query] for a new query, or [Retrieve Query] for saved queries. 
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Select the columns to display.    Click [Continue] 

  

Types of Data Columns 
 
Adopted Budget Original budget allocation given at the beginning of the year. 
 
Budget Adjustment Any additions or reductions made to the budget since the 

original allocation. 
 
Adjusted Budget Original Budget plus or minus any budget Adjustments.   This is 

a system-generated column, which does not allow for “drilling” 
down to details. 

 
Temporary Budget Adjustments done in the current year that are temporary in 

nature. (budget adjustments that will not roll over to the next 
fiscal year) 

 
Accounted Budget Original budget plus or minus any Budget Adjustments.  Total of 

all budget transactions.  Details on actual transactions can be 
obtained by “drilling” down on this field. 

 
Year to Date Year to Date activity.  This represents posted revenue and 

expenditure transactions. 
 
Encumbrances Generated by purchase orders; funds committed for future 

payments.   
 
Reservations Funds set aside for purchases and requisitions regardless of 

whether a PO is issued or not. 
 
Commitment Equal to the total budget set aside of future obligations.  

Commitments are made up of reservations and encumbrances. 
 
Available Balance Remaining budget left to spend. =total budget +/- commitments 

+/- year to date. 
 

Gives you the option of saving these 
parameters for future sessions.   

Recommended 

Recommended 

Recommended 

Recommended 
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Query Parameters 
 
Fiscal Year: 2007 
 
Fiscal Year represents ASU’s fiscal year from September 1 to August 31.  For 
example, “2007” relates to the year starting September 1, 2006 and ending 
August 31, 2007.  This field will default to the current year. 
 
NOTE: Information in ASU’s Banner system begins with Fiscal Year 2005.  
Therefore, no information for Fiscal Years prior to 2005 is available on the 
system. 
 
Fiscal Period: 
01 September 05 January 09 May 13 Not used 
02 October 06 February 10 June 14 Year to Date
03 November 07 March 11 July    
04 December 08 April 12 August   

 
Chart of Accounts: A 
 
Organization:  5 digit Organization number 
 
Fill in the other fields as needed, depending on how restrictive you want the 
report.  You will be provided your specific account information. 
 

 
 
The information that is entered will display as the default values the next time you 
log in. 
 
Click [Submit Query] 

Gives you the option of saving these 
parameters for future sessions. (see 
page 13 for more information on 
saving queries)  

Check this box if you have 
revenue accounts. 
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If there are more accounts to display, [Next 15>] will appear at the 
bottom. 
 
Clicking an underlined amount will display   detailed activity for that account 

 
 
 
Rule Class Codes describe the type of transaction: 
 

DNNI Check-Invoice without Encumbrance E100 Original Encumbrance 
DNEI Check-Invoice with Encumbrance E032 Encumbrance Liquidation 
INNI Invoice without Encumbrance 1CN Cash Receipts-Budget 
INEI Invoice with Encumbrance 1CR Cash Receipts-Non Budget 
PORD Establish Purchase Order JE15 General Journal Entry 
CORD Establish Change Order 1CBJ Cash Receipts-Journal Voucher 

 
 
Clicking an underlined document code will display the details of the transaction. 
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Click on the blue document code to view further information 
 
Use the [Back] button in the browser to navigate back through Finance Self-
Service page by page. 

Creating a Saved Query 
 
As mentioned above, a query may be saved for quick access to a particular 
account.  Only queries that are used on a consistent basis should be saved.    
 
The most common type of saved query is the Personal Query.  Personal Queries 
can be deleted by the end user.  
 
Shared queries can be viewed by everyone.  Deleting shared queries require 
database administrator involvement. 
 
The query name is limited to 30 characters. 

 
 
If you do not check the Shared box, then the query will only be visible to you. 
 
A message will appear confirming the creation of the query. 

Sharing your query will allow ALL users to 
access the query.  Be cautious when 
activating this feature. Deleting shared 
queries require database administrator 
involvement.
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Modifying a Saved Query 
 
If you wish to modify the saved query, make your changes, and in the “Save 
Query as:” field, enter the same name of the query you wish to change.  The 
following message will be displayed: 
 

 
 
Click [Overwrite] to modify the query. 
 
Now when you enter a query, you have the option of selecting an existing query 
from the drop-down menu. 
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Encumbrance Query 
Access the encumbrance queries using the same procedure as budget queries. 
 
 
 
 
 
 
 
 
 
 
 
 
You may also access other self-service features from the menu at the bottom of 
the self-service screens. 

 
 
Click the “Encumbrance Query” link. 

Query Parameters 
 
Fiscal Year: 2007 
 
Fiscal Year represents the University’s fiscal year from September 1 to August 
31.  For example, “2007” relates to the year starting September 1, 2006 and 
ending August 31, 2007.  This field will default to the current year. 
 
 
NOTE: Information in ASU’s 
Banner system begins with Fiscal 
Year 2005.  Therefore, no 
information for Fiscal Years prior to 
2005 is available on the system. 
 
 
 
 
 
 
 
 
 
 
 
 

Gives you the option of saving these 
parameters for future sessions.  (see page 
13 for more information on saving queries) 
NOTE: Removing a saved query requires 
database administrator intervention. 
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Fiscal Period: 
01 September 05 January 09 May 13 Not used 
02 October 06 February 10 June 14 Year to Date
03 November 07 March 11 July    
04 December 08 April 12 August   

 
Encumbrance Status: Open, Closed, or All 
 
Chart of Accounts: A 
 
Organization:  5 digit Organization number 
 
Fill in the other fields as needed, depending on how restrictive you want the 
report. 
 
Click [Submit Query] 

 
If there are more than 15 records to display, [Next 15>] will be displayed. 
 
Clicking the underlined document codes will display detailed information about 
the encumbrance.) 

 
 
Use the [Back] button in the browser to navigate back through Finance Self-
Service page by page. 


