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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.   

mailto:bannerhotline@odu.edu
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Accessing Banner Finance Self-Service 

1. Go to LeoOnline: https://www.odu.edu/administrative-banner-systems/leo-online.  
2. Navigate to Finance Self-Service. Use your Midas Credentials to login. 
3. Open the My Finance Dashboard.  
• NOTE: For more information about logging into the system, please view our guide here: 

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

 
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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.odu.edu/administrative-banner-systems/leo-online
https://www.odu.edu/sites/default/files/2026/documents/ssb-login.pdf
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2. Select New Query.  

 

 

 

 

 

 

 

 

3. From the Select Query Type drop-down menu, choose Budget Status by Organizational 
Hierarchy.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter the Organization Code in the 
Index field. 

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

• The Account and Fund Type 
fields may be left blank. 
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5. Check “Include 

Revenue Accounts” box 

for fee/revenue 

supported budgets.  

 

 

 

 

 

 

 

 

6. Enter the 4-digit Fiscal 

Year and 2-digit Fiscal 

Period.  

 
 
 
 
 
 
 
 
 
 

 

7. Period 14 should 
always be used to 
ensure all budget 
adjustments and year-
to-date actuals are 
captured in the query.  
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8. In the Operating Ledger 
section, select the following 
options: 

• Adopted Budget 
• Budget Adjustments 
• Adjusted Budget 
• Year to Date 
• Commitments 
• Available Balance 

 
 
 

9. Select Submit at the 

bottom of the screen.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Results and Navigation 

• A Summary Budget Report will be generated.  

 
 

• Text displayed in blue indicates drill-down capability for additional detail.  
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• Click the Organization Code to view a summary by expenditure category.  
 
 
 
 
 
 
 

• Click on Account Type to view more detailed account-level information.  
 
 
 
 

 
 
 
 
 
 

• Click on Budget Amounts in report to view a list of transactions.  
 
 

 

 

= 

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

• Select any section in the blue titles in the top-right corner of the screen to exit or Select 
New Query to run another report.  
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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.  

 

2. Select New Query.  

 
3. From the Select Query Type drop-down 

menu, choose Budget Status by Account.  
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4. Enter the Organization Code in the Index 
field. 

• The Fund, Organization, and 
Program fields will auto-populate. 

• The Account and Fund Type fields 

may be left blank. 

 
 
 
 
 

5. Check “Include Revenue Accounts” 

box for fee/revenue supported budgets.  

 

 

 

 

 

 

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

Fiscal Period. 

 

 

 

 

 

 

7. Period 14 should always be 
used to ensure all budget 
adjustments and year-to-date 
actuals are captured in the 
query.  
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8. In the Operating Ledger 
section, select: 

• Adopted Budget 
• Budget Adjustments 
• Adjusted Budget 
• Year to Date 
• Commitments 
• Available Balance 

 
 
 
 
 
 
 
 

 
 

9. Select Submit at the bottom of the screen.  
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Results and Navigation 
 

 
 

• A Detailed 
Budget Report 
will be 
generated.  
 
 
 
 
 
 
 
 

• Blue text indicates links to 
additional budget detail. 
 
 
 
 
 
 
 

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

 
 
 
Exiting a Query 

• Select any blue report title in the top-right corner of the screen, or 
• Select New Query to run another report. 
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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. 
 

 
 
To Edit Query Parameters: 

1. Select the pencil icon from the Query Title Bar.    
2. The Edit Query screen will open, 

allowing updates to the parameter 
selections.  

 
 
 
 
 
 
 
 
 
 
 
 

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

 
 

4. The report will regenerate using the updated parameters. 
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To View Query Parameters 

1. Select the information icon in the Query Title Bar.    
2. The View Query Parameters screen will appear, displaying:  

o Query type 
o Beginning and ending period 
o All selected parameter values 

3. Select OK to return to the report.  

 
 
 

To Save a Query 

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

 
 

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

 
 

To view saved queries: 
1. Select My Finance Query to return to the Query Dashboard. 
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2. Choose Saved 
Queries. 
 
 
 
 
 
 
 
 

3. Thumbnails for 
all saved 
queries will 
appear. 

 
 
 
To mark a saved query as a favorite: 
 
 
 

1. Select the Star icon at 
the bottom of a query 
thumbnail. 
 
 
 
 

2. Click Yes to confirm. 
 
 
 
 
 

3. A confirmation 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. 
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Click any thumbnail to open the saved query report.  

 

Budget Adjustment Journal Entries (My Journals) 
 
Accessing My Journals 

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

 

 

 

 

 

 

 

 

 

 

 

2. The My Journals Dashboard displays three journal categories: 
Draft Journals 

• Journals that have been created but not submitted. 
• This section should normally be empty. 
• Draft journals require action to either submit or delete. 

Pending Journals 
• Journals that have been submitted and are awaiting approval. 
• Review workflow status as needed to ensure timely approval. 
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Completed Journals 
• Journals that have been fully approved and posted.  

 

Creating a Budget Adjustment Journal 
 

1. Select Create Journal.  

 

 

 

 

 

 

2. Enter the Transaction Date. 
• This should always be the date the journal is 
entered. 
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3. Enter the Distribution Total. 
• This is the hash total of all 

budget increases and 
decreases. 

• The total may be calculated by 
adding the absolute values of 
all increases and decreases. 

• NSF Checking should remain 

checked.  

 

 

 

 

 

 

 

 

 

 

 

4. From the Journal Type drop-down 
menu, select XB4 – Self Service 
Temp Budget Adjustment. 
• This value may also be typed 

directly into the field. 
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5. Enter a brief Journal Description. 
• 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. 
• Period 01 must be used for all 

budget adjustments. 
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7. Optional: Enter information in My JV Public 
Comment or My JV Private Comment, to provide 
additional information pertaining to the 
adjustment. 

 
 
 
 
 
 
 
 
 
 
 
 

8. Select Create to begin entering journal lines.  

 

 

 

 

 

 

 

• A draft journal number will be assigned at this point. 
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Entering Budget Adjustment Lines 
 
 
 
 

1. Enter or select the Index (Organization Code). 
• The Fund, Organization, and Program 

fields will auto-populate. 
 
 

 

 

 

 

 

 

 

2. Enter or select the Account Code.  

 

 

 

 

 

 

 

 

3. Enter the Amount as a whole number.  
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4. From the Debit/Credit drop-down menu, 
select: 
• + Plus to increase the budget 
• - Minus to decrease the budget 
 
 
 

 

 

 

5. Enter the Line Description. 
• This description will appear in FGITRND and 
on budget reports that list transactions. 
 
 

 
 
 
 
 
 
 

6. Select Add Accounting to enter additional 

lines.  

7. Repeat Steps 1-5 in Entering Budget 
Adjustment Lines for each budget line being 
adjusted. 
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Saving, Reviewing, and Submitting the Journal 
 
 
 
 

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

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

 
 
 

 

 

 

 

2. Review the journal entries for accuracy. 
• Ensure the journal is balanced by making sure that all -Minus adjustments equal all 

+Plus adjustments within the journal. 
• 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. 
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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.  
 

 
 

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.  
 
 

2. Select Attach File.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.odu.edu/sites/default/files/documents/midas-account-request.pdf
https://odu.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=25e490af-d9fa-4a96-92c0-b3d900f2ec12
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3. Click Browse next to the File Path 

field.  

4. Navigate through File Explorer to 
locate the supporting 
documentation. 

 
 
 
 

5. Select the document and click Open.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

• The uploaded document will appear in the attachments list. 
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7. Select the Journal Number to return to the journal header screen.  

8. Once all journal entries and attachments have been reviewed and validated, select Submit 
Journal to initiate the approval workflow process.  

 
 

 

 

 

 

 

Budget Queue Approval Process 
 
 
 
1. From My Finance Dashboard, select 
Approve Documents.  
 
 
 
 
 

 
• The User ID field will 

automatically 
populate with your 
Midas ID. 

• Select User ID is 
next approver, then 
click Submit. 

 
  

A dashboard will display all journals currently awaiting your approval. From this list, you can view: 
• Journal numbers 
• Journal type 
• Submitted-by user 
• Total amount of each journal 

From this dashboard, approvers can view journal vouchers, view attachments, review journal 
history, approve, or disapprove journals. 
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View Journal Vouchers 
1. Click the journal number to open the journal voucher.  

 
 

 

 

 

 

 

 

 

 

2. A journal voucher tab will open displaying voucher details, including:  
• Journal Number 
• Document Total (total increases and decreases) 
• Status 
• Username of the journal submitter 
• Transaction Date (posting date) and Activity Date (submission date) 
• Public Comments (supporting justification) 
• Budget code adjustments 
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3. Return to the Approve Documents tab when finished.  
 

 
 
View Attachments 

1. Click the paperclip icon next to the journal. 

 
 

2. SSB will open a new tab displaying the attached document in Banner Document 
Management (BDM).  
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3. Return to the Approve Documents tab when finished.  
 

 
 

View Journal History 
1. Click the clock icon for the journal.  

 

 
 

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 
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3. Click the X in the top-right corner to close the History window.  

 
 
 
 
 
 

 
 

 

 

 

 

To Approve a Journal 
1. Select Approve.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. An Approve 
Document box will 
appear. 

3. Enter comments if 
needed (optional). 

4. Click Approve to 
finalize the 
approval.  
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5. A confirmation message will appear in the top-right corner of the screen.  
 
 
 

 
To  
 
 
 
 
 
 
 
 
 
To Disapprove a Journal 

1. Select Disapprove.  
 

 
 

2. The Disapprove Document box will open. 
3. Enter comments in the Comment field to explain the reason for disapproval 

(recommended). 
4. Select Disapprove. 
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5. A confirmation message will appear in the top-right corner of the screen.  
 

 
 

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

 

 
 
 
 
 
 
 
 
 

Links and Contacts: 

Website: leoonline.odu.edu  
Email: bannerhotline@odu.edu  

Additional Training Materials: Banner Finance Training Page 

https://www.odu.edu/finance/training/banner-training/finance-budget
mailto:bannerhotline@odu.edu
https://www.odu.edu/finance/training

