
Instructions for using Budget Queries in Self Service 
 

There are two report queries that can be run in self service. They are Budget Summary and Budget Detail.  Follow the steps below to access the reports: 

 

1) Log On to JagNet and locate the Employee Tab. 

2) Click on Faculty Self Service. 

3) Click on Finance Link. 

4) Click on Budget Queries. 

Budget Summary 

 
 



1) For a general view of the budget by Organization and Fund, select Budget Status by Organizational Hierarchy from the drop-down list by Create a new 

Query Type.  Hit the Create Query button. 

 
2) Select the columns you want to display.  You generally want to view the following columns in the Summary: Adopted Budget, YTD Activity, Budget 

Adjustment, Adjusted Budget, Encumbrances, Commitments, and Available Balance. Click Continue. 

 

 

 



 

 
3) Select the following parameters for the Query:   

a) Select a Fiscal Year from the drop down.   b) Select a Fiscal Period.  For current budget, select 14. 

c) Under COAS select S.      d) Select a Fund. 

e) Select the Organization for which you want to see budget detail 

4) Click Submit Query. 



Budget Detail View 

 
 

 

1) For a view of the budget summary by Org and Fund, select Budget Status by Account from the drop-down list by Create a new Query Type.  Hit the 

Create Query button. 



 
2) Select the columns you want to display.  You generally want to view the following columns in the Summary: Adopted Budget, YTD Activity, Budget 

Adjustment, Adjusted Budget, Encumbrances, Commitments, and Available Balance. 

 

 

 



 
3) Select the following parameters for the Query:   

b) Select a Fiscal Year for the FY.     b) Select a Fiscal Period.  For current budget, select 14. 

d) Under COAS select S.      d) Select a Fund. 

f) Select the Organization for which you want to see budget detail 

4) Click Submit Query. 



 
5) You will come to this page after you submit the query.  You may click on any amount in blue to drill-down further. 

Important Note:  When beginning a new query, if you drilled into a previous query, the Account field will show a value.  You must clear this field before you 

continue otherwise your query will not return a value.  Delete the value and then hit the Account Button, and Exit without a value. Then hit Submit Query. 


