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General Information:
Purpose: This document provides step-by-step instructions for running budget reports and

entering budget adjustments in Banner Finance Self-Service (SSB). It is intended for end
users responsible for monitoring budgets and submitting budget adjustments.

Any questions may be sent to bannerhotline@odu.edu.
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Accessing Banner Finance Self-Service

Go to LeoOnline: https://www.odu.edu/administrative-banner-systems/leo-online.

Open the My Finance Dashboard.

e W N =

Navigate to Finance Self-Service. Use your Midas Credentials to login.

https://www.odu.edu/sites/default/files/2026/documents/ssb-login.pdf.

Faculty & Employees

to enter their students’ final grades.

Leo Online contains your official financial information, including payroll and timesheets. Faculty will also use Leo

& MY PROFILE B5 EMPLOYEE SELF-SERVICE

« Personal Information + Payroll Information

+ Direct Deposit + Web Time Entry (WTE)
|m

« Faculty Links + My Journals

« Advising Links + My Finance Query

NOTE: For more information about logging into the system, please view our guide here:

Running Budget Queries in Banner Finance Self-Service

Budget Status by Organizational Hierarchy:

This query provides a high-level summary of budget activity by organization.

1. From the My Finance Dashboard, select My Finance Query.

. w
L OLD DOMINION

My Finance

Hello
g Create, edit and approve transactions and view finandial inf

»  MyFinance Query

share budget availabilty, encumbrance and

draft. pending and completed journals and
documentation.

-
Approve Documents

F View list af documents pending approval. Approve, disapprove, or

eny.

[ Delete Finance Template

ates for Finance Queries, Budget Development, and

for department / organization

My Requisitions

Purchase Orders

Create purchase orders or purchase arders n process.

Budget Development

scal year operating budgets for the budget

d documents with related
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2. Select New Query.

My Finance Query

3. Fromthe Select Query Type drop-down menu, choose Budget Status by Organizational

Hierarchy.

Create New Query

o

Select Query Type —

Budget Status by Organizational Hierarchy v

Values
Chart*

U Old Dominion University xv

Fund

Choose Fund v

Account

Choose Account v

Index

Choose Index

Organization™
Choose Organization

Program

Choose Program

4. Enterthe Organization Code in the
Index field.

e Entering the Index Code will
automatically populate the
default Fund, Organization, and
Program values.

e The Account and Fund Type
fields may be left blank.

Create New Query

Select Query Type

Budget Status by Organizational Hierarchy

Values
Chart™

U Old Dominion University
Fund

011001 C/W E&G CUR

Account

Choose Account

xv

xv

Index

1TT00 ADMINISTRATION

Organization*

1TT00 ADMINISTRATION

Program

143 AUDIO/VISUAL SERVICES
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Create New Query

Activity

Choose Activity

Fund Type

Choose Fund Type

Commitment Type

All

i *
Fiscal Year 2026
Comparison Fiscal None

Year

Location

Choose Location

Account Type

Choose Account Type

Inl:Iude Revenue Accounts

. I
Fiscal Period 14
Comparison None
Fiscal

Period

5. Check “Include
v Revenue Accounts” box
for fee/revenue

supported budgets.

6.

Enter the 4-digit Fiscal
Year and 2-digit Fiscal

Period.

Period 14 should
always be used to
ensure all budget
adjustments and year-
to-date actuals are
captured in the query.

Create New Query

Choose Fund Type

Include Revenue Accounts

i p
— >
-
. - i iod*
Fiscal Year Choose Fiscal Year v Fiscal Period Choose Fiscal Period v
Comparison Fiscal None - Comparison None v
Year Fiscal
Period
Create New Query
Choose Fund Type v
Include Revenue Accounts
. . 5 iod*
Fiscal Year 2026 XV Fiscal Period 14 xv
Comparison Fiscal None v Comparison None v

Year

Fiscal
Period
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8. Inthe Operating Ledger
section, select the following
options:

e Adopted Budget

e Budget Adjustments
e Adjusted Budget

e Yearto Date

e Commitments

e Available Balance

9. Select Submit at the

bottom of the screen.

Create New Query

- nNute
Year

Operating Ledger

Adopted Budget ©

Budget Adjustment (O

Adjusted Budget O

Temporary Budget O

Accounted Budget ©

" iy Nune
Fiscal
Period

Year to Date (D

Encumbrance @

Reservation ©

Commitments

Available Balance ©

SUBMIT

Create New Query

- Nue
Year

Operating Ledger

Adopted Budget ©

Budget Adjustment ()

Adjusted Budget

Temporary Budget (D

Accounted Budget (D

Fiscal
Period

Year to Date ©

Encumbrance (O

Reservation @

Commitments O

Available Balance (O

-

SUBMIT

nune -

Results and Navigation

e A Summary Budget Report will be generated.

My Finance » My Finance Query Budget Status by Organizational Hierarchy
Budget Status by Organizational Hierarchy
< ADMINISTRATION - 1TT00

Query Results

Report Total {of all records)

$6,453,172.00

FY26/PD14 Adjusted o
Budget ¥

FY26/PD14
Adju:

$6.738.376.00

$285,204.00 $6,738,376.00

FY26/PD14 Year to o
Date ¥

Fd - a8
..

FY26/PD14 Available
Bal

$351,876.85 35,270 668.73

$516,830.42

e Textdisplayed in blue indicates drill-down capability for additional detail.
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o Clickthe Organization Code to view a summary by expenditure category.

MyFinance « My Finance Query » Budges Status by Organizational Hierarchy

Budget Status by Organizational Hierarchy

< ADMINISTRATION - 1TT00

Query Results +
opmn g g Opimientie O
Report Total {of all recards) 86,453 472.00 $285,204.00 $6,738,376.00 $851.676.85 $515,830.42 $5.270,668.73

e Clickon Account Type to view more detailed account-level information.

My Finance Query  Buedget Status by Organizational Hierarchy

My Finance

Budget Status by Organizational Hierarchy
< ADMINISTRATION - 1TT00
Query Results +
" FY26/PD14 Adopted FY26/PD14 Budget FY26/PD14 Adjusted 5 FY26/PD14 Year to FY26/PD14 o FY26/PD14 Available o
Account Type & Account TypeTidle @ Budget Adjustment ¥ Budget ¥ Date ¥ Commitments ¥ Balance ¥
Budget Status by Organizational Hierarchy

MyFinance « My Finance Query

ERSONA

7 HON PERSONAL SERVICES
Report Total [of all records)
< ADMINISTRATION - 1TT00

Query Results

Budget Status by Organizational Hierarchy

FY26/PD14 Adopted o

FY26/PD14 Adjusted o
Budger ¥

FY26/PD14 Budget »

Adjustment ¥

+

FY26/PD14 Available
Balance ¥

FY26/PD14 o

FY26/FD14 Year to o
e Commitments

Account ype & Account Type Tide & o
ON PERSONAL SERYICES 3 0
5 TR o 53000000 s
o
_— EQUIPMEN $0. 00 $0.00 £53.0 $0.00
Raport Total (of all records) $2,716,534.00 (536,650.00) $2,679,884.00 $108,024.18 $515,830.42 $2.086,020.40
e Clickon Budget Amounts in report to view a list of transactions.
My Finance My Finance Query Budget Statu Account
Budget Status by Account
< ADMINISTRATION - 1TT00
Query Results +
e -~ FY26/PD14 Adopted A FY26/PD14 Budget FY26/PD14 Adjusted A FY26/PD14 Yearto o FY26/PD14 o FY26/PD14 Available o
Account & Account Title v Budget ¥ Adjustment ¥ udget Date ¥ Commitments ¥ Balance ¥
028 OTHER COMPUTER EQUIP $2.000 -
3499 50.00 500 s00 9165308 o 51,6530
920 ELECTRONIC EQUIP < $0.00 $0.0 0.0 $0.00 $0.00
Report Total (of all resonds) $0.00 $0.00 $0.00 $1,653.08 $0.00 ($1,663.08) -

A list of all the transactions that make up that total will be displayed (FGITRND).

MyFnance » MyFnance Query = Budget Status by Account

Budget Status by Account
< ADMINISTRATION - 1TT00
Query Results

Transaction Date Activity Date

Report Total {of all records)

¢ Document Code

Vendor Transaction s
Description e
SPCC SILVERTHORNE B&H PHOTO MOT

Amount & Rule Class Code

$1,853.08

New Query to run another report.

Select any section in the blue titles in the top-right corner of the screen to exit or Select

—

MyFinance = My Finance Query

Budget Status by Account
£ ADMINISTRATION - 1TT00

Query Results

Transaction Date Activity Date

081372025

Report Total (of all records)

Budger Status by Account 4l

¢ Document Code

Vendor Transaction
Description

SPCC SILVERTHORNE B&H PHOTO MOTO

Amount § Rule Class Code

§1653.08

6|Page

Training Guide — Banner Finance Self Service (SSB): Budget Procedures



O
O(B’U Banner Finance Self Service Training Guide: Budget Procedures

Budget Status by Account (FGIBDST / FGIBDSR)
This query provides detailed balances for both transactional account codes and budget pool
accounts.

1. From the My Finance Dashboard, select My Finance Query.

My Finance

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

»  MyFinance Query My Requisitions

A~ Create, view and share budget availability, encumbrance and Create and view draft, pending and completed requisitions and

payroll queries. supporting documentation.

My Journals Purchase Orders

Create and view draft, pending and completed journals and
_ﬂ supporting documentation.

@ Approve Documents.
|/ View list of documents pending approval. Approve, disapprove, or

deny. development process.

[ Delete Finance Template

Delete templates for Finance Queries, Budget Development, and
" Purchase Orders.

Create purchase orders or purchase orders in process

Budget Development

ERR TSR i

Create and review fiscal year operating budgets for the budget

View Document

View draft. pending and completed documents with related

A7)

information and approval history.

2. Select New Query.

MyFnance = MyFinance Query
My Finance Query b Q

Favorites  Saved Queries  Shared Queries Slowhigh T B /./

No Favorite Query exists

3. From the Select Query Type drop-down et New query P

Select Query Type

menu, choose Budget Status by Account. Budge Staus by Accnuet - |

Values
Chart* Index

U 0ld Daminion University av Choose Index v
Fund Organization *

Choose Fund v Choose Organization v
Account Program

Chaose Account v Choose Program v

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 7|Page
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4. Enter the Organization Code in the Index

field.

e The Fund, Organization, and
Program fields will auto-populate.
e The Account and Fund Type fields

may be left blank.

Create New Query

Select Query Type

Budget Status by Organizational Hierarchy

values
Chart*

U Old Dominion University
Fund

011001 C/W E&G CUR

Account

Choose Account

Fund Type

Index

v 17700 ADMINISTRATION xw

Organization*

Lad 1TT00 ADMINISTRATION Lo
Program
v 143 AUDIO/VISUAL SERVICES Lad

Create New Query

Activity

Choose Activity

Fund Type

Choose Fund Type

Commitment Type

Fiscal vear 2026

Comparison Fiscal
Year

Nane

Account Type

Choose Account Type:

Binctude Revenue Accounts

Fiscal Period ™

Comparison

Period

6. Enterthe 4-digit Fiscal Year and 2-digit

Fiscal Period.

5. Check “Include Revenue Accounts”

box for fee/revenue supported budgets.

Create New Query

Choose Fund Type

Include Revenue Accounts

Fiscal Year*® -
Choose Fiscal Year

Comparison Fiscal

None
Year !

Fiscal Period *

Choose Fiscal Period v
Comparison . -
Fiscal hone
Pperiod

Create New Query

Choose Fund Type

Include Revenue Accounts

Fiscal Year* 2026

Comparison Fiscal

None
Year

XV

Fiscal Period *

14
Comparison None
Fiscal
Period

ERg

query.

7.Period 14 should always be
used to ensure all budget
adjustments and year-to-date
actuals are captured in the

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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8. Inthe Operating Ledger

Create New Query

section, select: Vear . riscai
period
e Adopted Budget
e Budget Adjustments
e Adjusted Budget
° Yea rto Date Operating Ledger
° Comm|tments B Adopted Budget ® B3 vear o Date ©
b Avall'able Balance Budget Adjustment Encumbrance (O
Adjusted Budget © Reservation ©
Temporary Budget © Commitments ©
Accounted Budget © Available Balance ©
SUBMIT
9. Select Submit at the bottom of the screen.
Create New Query
Year' Nunie hd Fiscal Nunie hd
Period

Operating Ledger

Adopted Budget (0 Year to Date

Budget Adjustment (O Encumbrance (0

Adjusted Budget Reservation (O

Temporary Budget O Commitments O
Accounted Budget © Available Balance ©
—-/
SUBMIT
Training Guide — Banner Finance Self Service (SSB): Budget Procedures 9|Page
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Results and Navigation

My Fmance « My Fwance Ouery » Budgel Stalus by Account

Budget Status by

< ADMINISTRATION - 1TT00

A Detailed - o N
Budget Report |~ - S S o

will be . = = = = =
generated. - — ne - . - -
Blue text indicates links to S .

additional budget detail. . =
Alist of all the
transactions that make [«

up that total will be
displayed (FGITRND).

Raport Total of il records)

sction Date v Activity Date

s185308

Exiting a Query

Select any blue report title in the top-right corner of the screen, or

Select New Query to run another report.

My Finan Budget Status by Account —_—
Budget Statu
< ADMINISTRATION - 1TT00
Query Results
Transaction Date v Activity Date ¢ Document Code ¢

Report Total (of l records)

Amount & Rule Class Code

$1.652.08

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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My Finance Queries: Navigation Tools

Once a query report is generated, several navigation tools are available within the query. These
tools allow users to review query parameters, edit query settings, save queries, and manage

saved reports. All navigation tools are displayed in the Query Title Bar.

| Py —

To Edit Query Parameters:

-_—

Select the pencilicon from the Query Title Bar.
The Edit Query screen will open,
allowing updates to the parameter

selections.

Edit Query

Select Query Type

Budget Status by Account

Values
Chart*

U Old Dominion University
Fund

011001 C/W E&G CUR
Account

Choose Account

Activity

Choose Activity

Index

1CLOO0 FINANCE OFFICE

Organization*

1CLOO0 FINANCE OFFICE

Program

162 FISCAL OPERATIONS

Location

Choose Location

xw

3. After making changes, click Submit at the bottom of the Edit Query screen.

4. The report will regenerate using the updated parameters.

Edit Query

N nNone
Year

Operating Ledger

Adopted Budget O

Budget Adjustment @

Adjusted Budget ©
Temporary Budget @

Accounted Budget O

Fiscal
Period

Yea r to Date O
Encumbrance @O
Reservation ©

Commit ments O

A\railable Balance &

SUBMIT

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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To View Query Parameters

1. Selectthe informationicon in the Query Title Bar.
2. The View Query Parameters screen will appear, displaying:
o Querytype
o Beginning and ending period
o All selected parameter values
3. Select OK to return to the report.

View Query Parameter

Budget Status by
Account

0710172025
06/30/2028

FINANCE OFFICE
16100

CIW E&G CUR -
011001

FISCAL
OPERATIONS
162

FINANCE OFFICE
- 1CL00

Al

To Save a Query

1. Select the Save icon from the Query Title Bar.
2. Enter a Query Name in the Save As field.

Saveas

[ |

Set s favorite.

CANCEL SAVE

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 12|Page
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3. Click Save.

save as

Dept Operations

‘Set as favorite

CANCEL

4. A confirmation message will appear in the top-right corner of the screen.

MyFinance - MyFinance Query - Budget Status by Account —_— @ Query Dept Operations saved successtully

Budget Status by Account

< Dept Operations s> B 0!
Query Results + 3
. FY26/PD14 Adopted FY26/PD14Budget 5 FY26/PD14 Adjusted FUS/PD1 Year to FYasPO14 FY26PD14 Available
Aecount O Account Tide ¢ Budget sument © Budget Date & Commitments & Balance
2o saaoo00 s000 sa91092.00 sa0810392 s000 $6B2568.05
2002 cuassi szo.e6300 3504700 s29691000 561509915 s000 $2301.01085
2007 SALARIES ANNUAL LEAVE BAL 0 000 $0.00 $691.05 $000 (5591.05)
w02 SALARY SAVINGS. HOLDING (52542000 5000 (5254200 s0 (52:543.00)
w01 VWAGES - GENERAL $5250200 5000 $52.00200 s 700232
w25 ENT WAGES - WIO FICA $200000 s000 100000 000 5200000
R 000 000 s000 $3675.00 $000
MOBILE DEVICE ALLOWANCE so00 000 $000 554000 1000
s EMPLOYER RETIRE CONT.VRS DEF
s000 5000 000 510005631 s050
s FOMI SALARIED STATE EMP 000 5000 sno0 ss131199 s050
2503 FOMIWAGE STATE EMPLOVEE o 5000 000 sa46.74 s00
2204 GROUP LIFE INSURANCE 0 000 5000 1942024 1000 (89.43024)
2505 HOSPTALIZATION INSURANCE 000 500 se00 s135.55150 s00 ($135.551.50)
Report Total {of ll records) S 8579182400 s2642.00 573405700 s sen a2 (820,768,783 88)

To view saved queries
1. Select My Finance Query to return to the Query Dashboard.

My Hinance Budget Status by Accouns @ Query Dept Operations saved successfully

Budget Status by Account

< Dept Operations ; = @
Query Results + &
N #2690 14 Adopted FY26/PD18 Budget FY26/PO14 Adjusted FY28PD14 Vear o Y2601 4 FY26/PD14 Available
et ¢ Acoaunt Tile ¢ audger ¥ Adjustment & Budger & oo & Commitments & Balance ¢
<o AOMNISTRATIVE SALARIES sa31.05200 50 ss9109200 sa0a10352 5000 seszamncs
anz CLASSIFIED SALARIES $2011 86100 5291651000 561500015 s00 52301 81085
a7 SALATIES. ANNUAL LEAVE 541 so0 sn0 s000 5105 so0 .
a2 SALARY SAVINGS- HOLDING (52543001 500 rastom s000 5000 (5254100
“ar WAGES . GENERAL ss200200 sno0 520200 ssasmes som0 saromn
STUDENT WAGES - WD Fck s300000 5000 53200000 so00 500 s30000
s CUSES & BCENTIVES sn00 s000 s675.00 s000 287500
P 1AOBILE DEWCE ALLOWARCE S0 S0 s000 $51000 500 54000)

am EMPLOYER RETIRE CONT-YRS DEF

BN 500 500 s000 10005631 500 (510005637
san FOA SALARED STATE EMP 5000 500 so00 sians 5000 e
Py FOA WAGE STATE EMPLOY 50 50 s000 sas7t 500 (s446.74)
eana GROUP LIFE INSLIRANCE sp0 so0 s000 $aa202¢ s00 sas3026)
HOSPITALIZATION INSURANCE o0 00 000 13555150 om0 is13m55150)
Report Total {of all records) $8,734,824.00 §2,643.00 $6,734,487.00 £34,303,888.32 $200,072.23 (528.7%9,763.58)

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 13|Page
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2. Choose Saved
Queries.

My Finance Que

Y

, My Finance Query a
3. Thumbnails for > 5 — s
all saved
queries will s
appear. :
To mark a saved query as a favorite:
My Finance Query Q
1. Selectthe Staricon at
the bottom of a query
thumbnail.
My Finan AD 3!
My Finance Query

2. Click Yes to confirm.

3. Aconfirmation message
will appear in the top-
right corner of the screen.

4. The query thumbnail will
now appear in the
Favorites tab on the My
Finance Query
Dashboard.

¢ lowkigh ¥ B

hy b iery

My Finance Query

@ Query Dept Operations favor

WyFnaree + My Emance Cuery

My Finance Query

CR—Y

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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Click any thumbnail to open the saved query report.

My Finance My Finance Query Budget Status by Account
Budget Status by Account New Query
< Dept Operations Fy a8
Query Results + 3
A FY26/PD14 Adopted FY26/PD14 Budget 4 FY26/PD14 Adjusted 5 FY26/PD14 Year to 4 FY26/PD14 4 FY26/PD14 Available .,
Account  § Account Title v Budget ¥ Adjustment ¥ Budget ¥ v Commitments Balance ¥
400 ADMINISTRATIVE SALARIES $0.00 $831.092.00 $0.00 $682.988.08
4002 CLASSIFIED SALARIES $5.047.00 $2.916.910.00 $0.00 $2,301,810.85
4007 SALARIES-ANNUAL LEAVE BAL $0.00 $0.00 $0.00 $591.05 $0.00 ($591.05)
402 SALARY SAVINGS- HOLDING ($2,543.00) $0.00 ($2,543.00) $0.00 $0.00 ($2,543.00)
4021 WAGES - GENERAL $52,902.00 $0.00 $52,902.00 $5.839.68 $0.00 $47,062.32
4025 STUDENT WAGES - W/O FICA $3.000.00 $0.00 $3.000.00 $0.00 $0.00 $3.000.00
4036 BOMNUSES & INCENTIVES $0.00 $0.00 $0.00 $3,675.00 $0.00 ($3.675.00)
4041 MOBILE DEVICE ALLOWANCE $0.00 $0.00 $0.00 $0.0 ($540.00)
$0.00 $0.00 $0.00 $100.056.31 $0.00 ($100.056.31)
4902 FOAI SALARIED STATE EMP $0.00 $0.00 $0.00 $61,311.99 $0.00 ($61.311.99)
4303 FOAI WAGE STATE EMPLOYEE $0.00 $0.00 $0.00 $446.74 $0.00 ($446.74)
4904 GROUP LIFE INSURANCE $0.00 $0.00 $0.00 $9,430.24 $0.00 ($9,430.24)
4905 HOSPITALIZATION INSURANCE $0.00 $0.00 $0.00 $135.551.50 $0.00 ($135.551.50)
Report Total (of all records) $6.731,626.00 $2,643.00 $5.734,167.00 $31,303,888.32 $200072.23 (826.769,763.55)
Budget Adjustment Journal Entries (My Journals)
Accessing My Journals
1. From the My Finance Dashboard, select My Journals.
¥ owpommion
My Finance
Hello
e Create, edit and approve transactions and view financial information for department / organizatior
»  MyFinance Query My Requisitions
~ Create, view and share budget avallabllity. encumbrance and Q Create and view draft. pending and completed requisitions and
payroll queries. ‘oo supporting documentation
. My journals ) Purchase Orders
{ji Create and view draft, pending and completed journals and Iij Create purchase orders or purchase orders in process.
L—J  supporting documentation.
’/ < Approve Documents [ j Budget Development
View list of documents pending approval. Approve. disapprove, or Create
{ j Delete Finance Template . View Document
_] ;:\f:\e’jn:)pmas for Finance Queries, Budget Development, and @\ ”e‘\\j?T":e]:‘r:::::jifir‘v?-yec documents with related
2. The My Journals Dashboard displays three journal categories:
Draft Journals
e Journals that have been created but not submitted.
e This section should normally be empty.
e Draftjournals require action to either submit or delete.
Pending Journals
e Journals that have been submitted and are awaiting approval.
e Review workflow status as needed to ensure timely approval.
Training Guide — Banner Finance Self Service (SSB): Budget Procedures 15|Page
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Completed Journals
Journals that have been fully approved and posted.

My Finance My Journals

My Journals

Document

Draft journals (3 )

Date Description

12/02/2025 COVER IMMED RECOGN BONU!

12/02/2025 REALIGN FY26 BUDGET

Total

500,000.00

- |

Status
Draft
Draft
View More
Completed
Completed
View More

Creating a Budget Adjustment Journal

1. Select Create Journal.

12600435

Transaction Date * —_—

12/31/2025

Redistribution

NSF Checking

My Journal Defaults Section

Journal Type
Choose Journal Type
Budget Period

Choose Budget Period

My JV Comment
My JV Public Comment

My JV Private Comment Vv

Distribution Total
Deferred Edit
Description
v
v
UPDATE

2. Enter the Transaction Date.

e This should always be the date the journal is

entered.

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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3. Enter the Distribution Total.

e Thisis the hash total of all
budget increases and
decreases.

e The total may be calculated by
adding the absolute values of
allincreases and decreases.

e NSF Checking should remain

checked.

4. From the Journal Type drop-down
menu, select XB4 - Self Service
Temp Budget Adjustment.

e This value may also be typed
directly into the field.

Create Journal

Transaction Date *

12/31/2026

Redistribution

NSF Checking

My Journal Defaults Section

Journal Type
Choose Journal Type
Budget Period

Choose Budget Period

My JV Comment

My ]V Public Comment

Enter public comments for the journal

K IV Brivate Cammeant A

Distribution Total

3.306.00

Deferred Edit

Description

CREATE

Create Journal

Transaction Date *

12/31/2026

Redistribution

NSF Checking

My Journal Defaults Section

Journal Type

XB4 Self Service Temp Budget Adjustment = v

Budget Period

Choose Budget Period

My JV Comment

My ]V Public Comment

Enter public comments for the journal

My IV Private Cammaeant A

Distribution Total

3,306.00

Deferred Edit

Description

CREATE

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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5. Enter a brief Journal Description.
e This description will appear on
each line description or can be
left blank so that different
descriptions can be entered for
line within the adjustment.

6. For Budget Period, select 01.
e Period 01 must be used for all
budget adjustments.

J2600435

Transaction Date *

12/31/2025 ]
Distribution Total
Redistribution 3,306.00

NSF Checking Deferred Edit
My Journal Defaults Section
Journal Type Description |

XB4 Self Service Temp Budget Adjustment % ¥ EQUIPMENT
Budget Period

Choose Budget Period v
My |V Comment
My JV Public Comment
J2600435
Transaction Date *

12/31/2025 ]

Distribution Total
Redistribution 3,306.00

NSF Checking Deferred Edit
My Journal Defaults Section
Journal Type Description

XB4 Self Service Temp Budget Adjustment % ¥ EQUIPMENT

-

Budget Period =

01 x v

My JV Comment

My JV Public Comment &

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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J2600435
Redistribution 3,306.00
NSF Checking | Deferred Edit
My Journal Defaults Section
Journal Type Description
XB4 Self Service Temp Budget Adjustment % ¥ EQUIPMENT
. . . . . Budget Period
7. Optional: Enter information in My JV Public :dgd .
Comment or My JV Private Comment, to provide
additional information pertaining to the My J¥ Comment »
adjustment My JV Public Comment A
My ¥ private Comment. A ’
Enter private comments for the journa
Create Journal
Redistribution 3,306.00
8 nsF Checking Deferred Edit
My Journal Defaults Section
. . . . journal Type escription
8. Select Create to begin entering journal lines. s e
XB4 Self Service Temp Budget Adjustment x v TRAVEL

Budget Period

01 v

My JV Comment

My JV Public Comment A

Enter public comments for the journal

My JV Private Comment &

Enter private comments for the journal

" 4

CREATE

e Adraft journal number will be assigned at this point.

Add accounting

@ Drart ournal [260035 created successnuty

Sequence Number 11

JoumatType *

X84 5elf Service Temp Budget Adjustment & v

Charts
' old Dominion univarsity

Fung

ADDACCAUNTING

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 19|Page
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Entering Budget Adjustment Lines

Add accounting

Sequence Number : 1 Status :

1. Enter or select the Index (Organization Code). P
e The Fund, Organization, and Program < self service Temp Budget Adjusment =
fields will auto-populate.

Chart * Index
U Old Dominion University x v 1TT00 ADMINISTRATION x v

Fund

I 011001 C/W E&G CUR

Organization

I 1TT00 ADMINISTRATION

Sequence Number: 1 Account

| Choose Account v |
Status :

Program
Journal Type * [ 143 AUDIONVISUAL SERVICES

XB4 Self Service Temp Budget Adjustment % v

Percent

Chart * Index

U Old Dominion University x v 1TT00 ADMINISTRATION x v
fnd ADD ACCOUNTING
[ 011001 C/W E&G CUR I
urgamzat on
[ o0 ADsnasrearion | 2. Enter or select the Account Code.
Account -

7999 POOL-TRAVEL ® v
Program

143 AUDIO/VISUAL SERVICES

Percent

sequence Number : 1

Status :

Program

143 AUDIO/VISUAL SERVICES

3. Enter the Amount as a whole number. percent

Amount* 5 Debit/Credit *

1,653.00 None

Document Reference

NSF Override

Description * Budget Period
EQUIPMENT Choose Budget Period
Bank
50 TREASURER OF VIRGINIA x v Accrual Indicator
Deposit Currency

Choose Currency Code

SAVE ADD ACCOUNTING

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 20|Page
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4. From the Debit/Credit drop-down menu,

select:
+ Plus to increase the budget
- Minus to decrease the budget

Sequence Number : 1

Status:

Program

143 AUDIO/VISUAL SERVICES

Percent

Amount *

1,653.00

NSF Override

Description * =

TO COVER PHOTO EQUIP‘

Bank

50 TREASURER OF VIRGINIA

Deposit

SAVE

x v

Debit/Credit *

- Minus XV

Document Reference

Budget Period

Choose Budget Period v

Accrual Indicator

Currency

Choose Currency Code v

ADD ACCOUNTING

6. Select Add Accounting to enter additional

lines.

7. Repeat Steps 1-5 in Entering Budget

Sequence Number : 1

Status :

Program

143 AUDIO/VISUAL SERVICES

Percent

Amount *

1,653.00

NSF Override

Description *

EQUIPMENT

Bank

50 TREASURER OF VIRGINIA

Deposit

SAVE

x v

Debit/Credit * —

- Minus xwv

Document Reference

Budget Period

Choose Budget Period v

Accrual Indicator

Currency

Choose Currency Code v

ADD ACCOUNTING

5. Enterthe Line Description.
e This description will appear in FGITRND and
on budget reports that list transactions.

Sequence Number : 1

Status :

Program

143 AUDIO/VISUAL SERVICES

Percent

Amount *

1,652.00

NSF Override

Description *

’ TO COVER PHOTO EQUIP‘

Bank

50 TREASURER OF VIRGINIA

xv

Debit/Credit *

- Minus x v

Document Reference

Budget Period

Choose Budget Period v

Accrual Indicator

Deposit Currency
Adjustment Lines for each budget line being Choose Currency Code v
adjusted. I 4
SAVE ADD ACCOUNTING
Training Guide — Banner Finance Self Service (SSB): Budget Procedures 21|Page
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Saving, Reviewing, and Submitting the Journal

Sequence Number : 2

Status: @ Postable

Program

143 AUDIO/VISUAL SERVICES

1. Once all budget adjustment lines have
been entered, select Save at the bottom percent
of the screen.
e This action returns you to the journal Amountt

summary page, which displays all e
lines entered for the journal.

NSF Override
Description *
TO COVER EQUIPMENT

Bank

50 TREASURER OF VIRGINIA

Deposit

SAVE

Debit/Credit *

+Plus x v

Document Reference

Budget Period

01 x v

xw Accrual Indicator

Currency

Choose Currency Code v

ADD ACCOUNTING

2. Review the journal entries for accuracy.

e Ensurethe journalis balanced by making sure that all -Minus adjustments equal all

+Plus adjustments within the journal.

e To make changes, select the line you wish to revise. The entry will open and allow edits.

3. After all entries have been reviewed and validated, select Submit Journal to initiate the

workflow approval process.

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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4. The journal will move to the Pending Journals section of My Journals, where it will remain
until approved and posted.

My Journals

Attaching Supporting Documentation to a Journal

PLEASE NOTE: Access to Banner Document Management (BDM) is Required for this step! To gain
access to BDM, please complete the online Midas Account Request Process. For step-by-step
instructions, see the How to Request Access Video.

1. From the journal Summary Page, select the Paper Clip icon to open the attachments
window.

Accounting botal : 3306.00

2. Select Attach File.

Attachments
< J2600435 Attach File Refres|

Document Name Document Type Gwner Name Date of Attachment

Training Guide — Banner Finance Self Service (SSB): Budget Procedures 23|Page
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Attach Document
3. Click Browse next to the File Path -
. File Path: * ' Browse... | No file selected.
field. —
. . - &
4. Navigate through File Explorer to Document Type:
locate the supporting
. JOURNAL VOUCHER, Journal Voucher hd
documentation.
CANCEL UPLOAD
5. Select the document and click Open.
@ File Upload *
« v » ThisPC » user (\homelts.odu.edu) (H:) * Imomprem » Temp Files ~ Search Temp Files pel
Organize * New folder =~ O 0
TEMP MName - Date modified Type Size
| 12600435-Photo Equipment Funding 1/6/2026 5:11 PM Adobe Acrobat D... 282 KE|
v [l This PC
s BE05(C)
»  m= user (\\homel.ts.odu.edu) (H:)
> m= data (\imenarchl.ts.odu.edu) (1)
»  mm data (Madminl.ts.odu.edu) (1)
»  mm data (Macadlts.odu.edu) (K2)
> 3 Metwork
File name: | J2600435-Photo Equipment Funding v| All Files | ~

Attach Document

File Path: * [ Browse... | |2600435-P...nding.pdf
Document Type: *
JOURNAL VOUCHER, Journal Voucher

—

CANCEL UPLOAD

The uploaded document will appear in the attachments list.

6. Select Upload to attach the document to the journal.

dy Finance « Myjournals « 2600435 - Attachments

Attachments
¢ j2s00sas
Document Name:

Dacument Type

REN0E A PO EOLIPMENEUMDING POE JOURKAL VOUCHER

‘ @ File uploaded successfully

Owner Name Date of Attachment

MOMPREMIER 0110672026

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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7. Select the Journal Number to return to the journal header screen.

My Finance « My journal 12600435 Attachments |Qm. uploaded successfully
Attachments

< j2so0azs -
Document Name Document Type Owner Name Date of Attachment

2600435 PHOTO EOLIPMERT FUNDING.PRE JOURNAL VOUCHER LakisHA MOMPREMIE 010612021

8. Once all journal entries and attachments have been reviewed and validated, select Submit

Journal to initiate the approval workflow process.

My Finance My Journals 12600435
Q
[ di 00 A
o ) m Tro0 s
Budget Queue Approval Process
My Finance
L 1. From My Finance Dashboard, select
S - Approve Documents.
| Tl Purchase Ord
4 leted journals ar = rehase order hase order

\ | petere rinance rempiare o\ ViewDocument

nplates for Finance Querles, Budget Devel
orgers

N My Finance Approve Documents

Approve Documents

e The User ID field will

automatically
populate with your

@ The radio buttons related to next approver apply when a User ID is present.

Midas ID. User ID Document Number
o SelectUserlIDis

next approver, then

Click Submit - °U5er ID is next approver All documents User may approve

A dashboard will display all journals currently awaiting your approval. From this list, you can view:

e Journal numbers

e Journaltype

e Submitted-by user

¢ Totalamount of each journal

From this dashboard, approvers can view journal vouchers, view attachments, review journal

history, approve, or disapprove journals.

Training Guide — Banner Finance Self Service (SSB): Budget Procedures

25|Page




un

Banner Finance Self Service Training Guide: Budget Procedures

OoDbU

View Journal Vouchers

My Finance

®

Decum:

Click the document number link t

attachments if more t

1. Click the journal number to open the journal voucher.

ab. Click the History optien to display
e artachment

one, oth

Document . Change

Type Sequence

pending approvals, approval history, and any re

lated documents. (

lick the Attachments icon

Approve

Approve

Approve

>

Approve

2. Ajournalvouchertab will open displaying voucher details, including:

Journal Voucher Number
Submission
Transactlon Date

Public Comments

Accounting Distributions

SEQ Description

1 CRUZ WAS HERE
2 CRUZ WAS HERE

e Journal Number
e Document Total (total increases and decreases)
e Status
e Username of the journal submitter
e Transaction Date (posting date) and Activity Date (submission date)
e Public Comments (supporting justification)
e Budget code adjustments
JOURNAL VOUCHER
2600438 Document Total 10,000.00 Status
[1] User ID WCRUZ
01/09/2026 Actlvity Date 01/12/2026
TEST
FY- Budget Rule Chart- Index- Fund- Orgn- Acct- Prog- Actv- Locn- Amount Deblt/ Currency Bank NSF
Perlod Perlod Class Pro] Credit Code Override
26-07 o1 XB4 U - 15A00 - 011001 - 15A00 - 6999 - 167 -- - 5,000.00 uso 50 Mo
26-07 o1 XB4 U - 15A00 - 011001 - 15A00 - 7999 - 167 -- - 5,000.00 + uso 50 Mo
Total Accounting Distributlons 10,000.00

DISCLAIMER - This Journal Voucher PDF is restricted to internal use only.

Pending
Status Document Accrual Deposit
Reference Indlcator
Number
P No
P No

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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3. Return to the Approve Documents tab when finished.

oa
eting Started () TS Login Sites

jounaivoucher- 12600434 pdf X 4

adu.edu Fina 4 wPdftdoc

— |+ AutomaticZoom v

JOURNAL VOUCHER

View Attachments

1. Click the paperclip icon next to the journal.

My Finance Approve Documents
Ly
(® Qlick the document number link to v jocument as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any re
attachments if more than one, other v tab is opened to view a single attachment
. D ent . Change . . . .
Document 7 Document . "NEE s Submission = Onginating User 7 Amount Next Approver > NSF7  Queue Type ”  Altachments 7
Type sequence
™ DOC &
™ 0 EPURWANT Doc
I . 0 EPURWANT Do
v 0 EABRAMS Doc &
' ’ " -
1 WCRI 0,0 DoC r
W ® Dot &
I WCRUZ Do
J 0 WCRUZ 0,0 Doc
I REEM o Doc 4

elated documents. Click the Attachments icon
Mistory  Disapprove Approve
D Approve

2. SSBwill open a new tab displaying the attached document in Banner Document

Management (BDM).

" po 4
08 odhued
..v.v,;kf. B 1S Login S
Jee
e s ~ 220m Aonctaon - acins
v D6 | i +EDB
A\
OLDDOMINION BUDGET ADJUSTMENT REQUEST FORM
Revon Dospton 8 hare st ] Tocovn e
W " Facuy,
irment 1 o) and okl st
00z 00
o Permanent Tor Budgel Ofice
00000 000 Wopphcatior || Adjoamant Adjortment Use
1TT00 7999 | 11.683)
o e ) T
o
o
o
o
o
o
o
GRARD TOTAL 0 o
s © EETR—
TEET— =)

Training Guide — Banner Finance Self Service (SSB): Budget Procedures

27|Page



an

OoDbU

Banner Finance Self Service Training Guide: Budget Procedures

3. Return to the Approve Documents tab when finished.

=

r—— ) O B financessb-pprd.ec

ode=126004348docType =journalvoucherdisubmissionNumber=0
|etting Started 3 (TS Login Sites.

v 1 o1 — 4 AutomsticZoom v

JOURNAL VOUCHER

View Journal History
1. Click the clockicon for the journal.

My Finance « Approve chKmams
L™
@ Click the document number link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any related documents. Click the Attachments icon
attachments if more than one, otherwise a new tab is cpened to view a single attachment....

Decument ?;:m"" b ::';Efm % Submission .  Originating User Amount ;  NextApprover . NSF D Queue Type I Altachments I History Disapprove
12600388 N - Q EPURWANT 150.00 ves DOC & o
potosa . 0 EPURWANT 1000 ves - oo 9
12600373 I - ] EPURWANT 10,000.00 - - DoC o
12600379 I - o EABRAMS 2,000.00 - - DoC &» o
2600438 N - a WCRUZ 10,000.00 - DOC &
12600439 I - L} WCRUZ 10,000.00 - - Doc & o
12600441 I - ] WCRUZ 14,000.00 - - Doc & bo)
12600443 It N ] WCRUZ 20,000.00 - - DOC o
J2600444 I . [ WCRUZ 1000000 - Doc 0]
12600455 ~ - 0 SDFREEMA 200000 - - Doc & D Orsapprove

i

2. A pop-up window will appear showing the journal’s history, including:
Document Number

Document Type

Originator Name

Related Documents

Current approval queue

Any previous approvals

History

Document Number
12600434

Document Type
Journal Document

orniginator
EPURWANT

Originator Name
Ellis Purwanto

Related Documents

(@ NoRelated Documents information available for J2600434

Approvals Required

Quese  Description Level  Approvers

BUOM  CATCH-ALL APPROVAL - KBDG John E Adams
Lakisha Mompremier

Stephanie jennelle

Training Guide — Banner Finance Self Service (SSB): Budget Procedures
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3. Clickthe Xin the top-right corner to close the History window.

History

Related Documents

() No Related Documents information available for 2600434

Approvals Required

Queue  Description Level Approvers

BUDM CATCH-ALL APPROVAL - XBDG 10 John E Adams
Lakisha Mompremier
Stephanie Jennelle

Approvals Recorded

(@ No approvals have been recorded for this document

To Approve a Journal
1. Select Approve.

My Finance « Approve Dvcl{ments
L™
@ Click the document number link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any related documents. Click the Attachments icon
attachments if more than ane, otherwise a new tab is opened to view a single attachment....

Document mm‘m E 2:'& 2 Submission > Originating User 7 Amount T NextApproverJ NSFJ QueueTypel Altachments [ Mistory  Disapprove

J2600388 I B L] EPURWANT 150,00 ves - Doc & D Desapprove

J2600434 I - o EPURWANT 10,00 ves - Doc b0 Drsapprove.

J2600373 ~ - 0 EPURWANT 1000000 - - Doc D Dsapprove

12600379 I . ] EABRAMS 2,000.00 N . Doc rd b0 Disapprove.

J2600438 I . o WCRUZ 1000000 - . poc F D Disapprove

12600439 w - L] WCRUZ 10,000.00 - - Doc & o Drsapprove.

12600441 w - o WCRUZ 1400000 - - DoC &£ D Disapprove m
J2600443 ™ . 0 WERUZ 2000000 - . Doc o) Disapprove n
12600444 I . [ WCRUZ 10,000.00 - - DOC b} Desapprove m
12600455 N - L] SDFREEMA 2,000.00 - - Doc & o Drsapprove. “

2. AnApprove
Document box will

Approve Document

appear. .

3. Entercomments if Change sequence
needed (optional). Ao

4. Click Approve to P
finalize the i ocumenthas bsn apraes.
approval.

(o] e
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5. A confirmation message will appear in the top-right corner of the screen.

To

MyFinance «  Approve Documents
Approve Documents List LQ)

| @ Document 2600438 has your speroval

(@ Click the document numbser link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any related documents. Click the Attachments icon to display a listof
attachments if more than one, otherwise a new tab is opened to view a single attachment...

Document = "';:m 2 ::"::“: Submission %= Originating User Amount % NextApprover S NSFS Queuelype” Altachments’ History  Disapprove Approve

josss o EPURWANT 15000 ves . pac r Eo) Desapprons -
. o — - - S . |
o o — - ooc T - |
12600379 W [} EABRAMS 200000 - [ & D _
12600439 N 0 weRuz 10.000.00 ac & o _
J2600441 W L] WCRUZ 14,000.00 - DoC & o _
J2600443 W 0 WCRUZ 20,000.00 - Doc b0l _
1260044 W 0 weRuz 1000000 - oc kol _
12600435 W Qo SDFREEMA 200000 - DoC & o _

To Disapprove a Journal

1.

N

Select Disapprove.

My Einance  «

Approve Documents

Approve Documents

Queried Parameters

Another Query

Approve Documents. un@

(@ lick the document number link to view a document as a PDF in a new tab. Click the History option to display pending approvals, approval history, and any
attachments if more than one. othervise a new tab s opened to view a single attachment....

Click the icon to display a list of

Document 7 m‘"‘““c Change - cubmission 2  Onginating user Amount s NextApprover? NSFL QueueTypel Attachmentss  History

sequence

psouss W o EPURWANT 15000 ves ooc &
12600434 N - 0 EPURWANT 10.00 Yes - DoC
2600435 w - o LMOMPREM 3,306.00 - - poc &

The Disapprove Document box will open.

Enter comments in the Comment field to explain the reason for disapproval
(recommended).
Select Disapprove.

Disapprove Document

Document Number
12600434

Change Sequence

Approval has been denied.

L]
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5. Aconfirmation message will appear in the top-right corner of the screen.

Approve Documents

Queried Parameters ~

Approve Documents List| 2

(@ Click the document number link to view a document as a PDF in a new tab. Click the History aption ta display pending approvals, approval history, and any related documents. Click the Attachments icon to display a list of
tachments If more than one, olfverwise a new tala s opened (o view a single altachment

Return to My Finance Dashboard
1. Select My Finance to return to the main dashboard.

Approve Documents

Queried Parameters ~

Approve Documents List| 2

(@ Click the document number link to view a document as a PDF in a new tab. Click the History aption ta display pending approvals, approval history, and any related documents. Click the Attachments icon to display a list of
tachments If more than one, olfverwise a new tala s opened (o view a single altachment

Links and Contacts:
Website: leoonline.odu.edu

Email: bannerhotline@odu.edu

Additional Training Materials: Banner Finance Training Page
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