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Budget Status by Account Query



* Correctly set up the Budget Status by Account Query.

* Interpret a Budget Status by Account query accurately.

* Determine when to use the Budget Status by Account query 
by reviewing examples.

Lesson Objectives



Budget Status by Account Query Setup



Budget Status by Account Query Setup

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



Budget Status by Account Query Setup

Make sure that 
your Chart of 
Accounts is Set 
to ‘H’ 
(‘F’ for 
Foundation 
Orgs)

Select the 
‘Budget Status 
by Account’ 
option from 
the Drop-down 
menu.



Budget Status by Account Query Setup

Enter Org # here

First, select Budget Status 

by Account from the 

dropdown menu for Query 

Type.

❖ 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 will 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



Budget Status by Account Query Setup

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

select…
Fiscal Year- 2023
Fiscal Period- 14

Recommended Operating Ledger Columns
• Adopted Budget- Budget at the beginning of 

the Fiscal Year (October 1)
• Accounted Budget- Budget as of ‘today’
• Year-to-Date- Transactions that have hit the 

Organization Code as of today
• Encumbrances- Purchase Orders (PO’s-Type 

of Commitment)
• Reservations- Requisitions (Type of 

Commitment)
• Available Balance which is =

Accounted Budget minus Year-to-Date, 
Encumbrances, and Reservations



Reading the Budget Status by Account Query

CHECK YOUR ORG TITLE 

AND DATES!!

Org Title and #

Edit, Share, Save, 

Info

Download 

Button



Reading the Budget Status by 
Account Query

The query is arranged in 
ascending order by 

Account Code. The codes 
fall into these categories 

or ‘Hierarchies’.

The Report total for all 
areas is at the bottom of 

the query.

Org Hierarchies

5000-Revenues

6000-Salary/Fringe

7000-Operating

8000-Capital Outlay



Reading the Budget Query by 
Account Query

*Amounts can be calculated both across rows and down columns*

Columns-
Sum of all 
amounts

Rows-
Accounted Budget-YTD-Encumbrances-Reservations= 

Available BalanceOrg # and Title



Reading the Budget Status by Account Query

Org Title and #

Clicking on the Ellipsis Button gives you 3 

options. Check Pending Documents for 

transactions that affect Available Balance.



Reading the Budget Status by Account Query

Employee Benefits are typically
budgeted in Account code 6500.

Salary 
Account 
codes (61xx) 
Often 
budgeted at 
the 
beginning of 
the Fiscal 
Year based 
on the 
positions 
that are 
being paid 
from the Org 
Code.



Reading the Budget Status by Account Query

The Expenditures/Operating Budget is also usually budgeted in the 7000 code. 
Year-to-date charges, Encumbrances, and Reservations in the 7000 series then draw off of 
this total amount.

Amounts in the Non-mandatory Transfer line (7801) also affect the operating balance.  These 
are amounts that have been moved in/out of the Org from/to different Fund numbers.

Negative in YTD= Transferred in
Negative in Accounted Budget= 
Realigned within Budget



JE16- Journal Entry

* Moves funds between Org 
Codes with different Fund 
Numbers

* Appears in the Year-to-Date 
column

* Uses the Non-Mandatory 
Transfer line (7801/7802)

* Typically done by Budget 
Office or Accounting (General 
or C&G)

Types of Transfers

*MLBT…

Click 

here!

Then 

here!

BD04- Budget Change

• Also known as a Temporary Budget 

Adjustment

• Re-aligns budget within the same 

Fund Number

• Appears in the Accounted Budget 

column

• Can be between two Orgs or within 

the same Org as long as Fund 

number is the same

• Can be done via Multiple Line 

Budget Transfer* (links back to 

Banner 8)

• For Contracts/Grants, check with 

C&G Accounting before entering 

these.  They are usually the only 

ones with authority to do these.



Examples of When to Use the 
Budget Status by Account Query

* When you need to look at the detailed account codes for 
information on a transaction.

* When you need to research a requisition, purchase order, 
transfer or other entry.



Electronic Purchase Example

Step 1- Requisition entered and approved within Department (R010xxxx)
Reservations column/account code detail below

Step 2- Requisition converted to Purchase Order (P010xxxx)
(moves amount to Encumbrances Column- next slide)

Name of submitter

Reservations Column



Electronic Purchase Example

Step 3- Item(s) invoiced and paid- (41412xxx)
(moves amount to Year-to-Date Column- next slide)

Step 2 (cont.)- Requisition converted to Purchase Order (P010xxxx)
Encumbrance column/account code detail below

Encumbrance Column



Electronic Purchase Example

Step 3- Item(s) invoiced and paid-

*Invoice #41412xxx

*Check Disbursement #!0092xxx ($0-no document)

Year-to-Date column/account code detail below

Year-to-Date Column



Document Text- Description

* L00000xx- Original Budget (BD01) in Adopted Budget Column
* J010xxxx- Journal Entry (JE16) or Budget Change (BD02 or 

BD04) 
* JE16 transfers funds in/out in the Year-to-Date Column
* BD02 or BD04 moves Budget in the Accounted Budget 

Column
* Fxxxxxxx- Feed document (ex. Payroll, Accounting, Bursar)
* PCxxxxxx- P-Card Feed document
* FCxxxxxx- Facilities Charges
* MLxxxxxx- Postage Feed
* XExxxxxx- Xerox Charges
* PRxxxxxx- Printing Charges

Other Banner Entries



Questions?

Contact us!
Website:  uah.edu/budget/self-service-help

Ext. 2242 or 5217

https://www.uah.edu/budget/self-service-help

