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Favorites =  

Saved Queries = Queries a user has saved.   

Shared Queries =    Share a Query by selecting  

 

 

Create New Query 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Budget Status by Account – query results are by accounts for a specific fund, 
org or index.  You can drill down directly to account activity.  

Budget Status by Organizational Hierarchy – captures all orgs under a high-
level org.  This is useful for looking at an entire location, sector, or department, 
but can also be used for an index.  Because you drill down by org it takes 
longer to get to transaction detail.  

Payroll Expense Detail – queries actual payroll results by transaction.  

Encumbrance Query – queries encumbrance activities and shows status 
(original commitments, encumbrance adjustments, encumbrance liquidations).  

Multi Year Query – Works only for grants.  Queries from a specific month/year 
to a specific month/year.  

Budget Quick Query – queries current information, no drill down capability. 



In this example, select Budget Status By Organizational Hierarchy: 

 

 

Required items are marked  .  If you do not want a comparison, just click on the x in the comparison fiscal year 
and fiscal period and the value will change to None.  

NOTE:  BOTH THE COMPARISON FISCAL YEAR AND COMPARISON FISCAL PERIOD HAVE TO BE NONE OR YOU 
WILL GET AN ERROR. 



 

Hover your mouse on the to see the description for each option. 

Click on Submit.  Drill Down on blue characters.  See icon function on page 8. 

 



 

 

 

 

 



 

 

Clicking on a Document Code Link will download a document with the detail for each document.  

 

Icon Menu 

 

 Edit Query 

   Share Query 

  Save Query 

 View Query Parameters 

 Drop Down Menu  

   Add or remove Computed Columns 

    Download to Excel 
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