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Additional Tips for Budget Queries

Wild Card (%)

The wild card (%) proves to be very useful when you are looking for account

codes that all start with the same number. For example, if you are trying to query

all account codes that start with 7 you would use a 7% in the account code field.
(Figure 1)
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Another way the wild card (%) proves useful is in the looking up of codes like
indexes. To lookup your index codes click on the index button. (Figure 2).
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Next enter the first three characters of your index codes in the “Index Criteria”
field with a percent sign at the end (i.e., OMP%, BUS%, ZPS%, etc.). Change
the “Maximum rows to return” to more than you expect to be retrieved. (Figure 3)
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Click on “Execute Query” and the query will retrieve all the index codes that start
with the first three characters you have entered. This same process can be used
to lookup other codes that you need to find (i.e., Account Codes, Organization
Codes, etc.).



Querying for Current Available Budget

There are a few additional tips you need to be aware of when querying for your
current available budget. If you are not paying for wages (i.e., account codes
650000 — 699999) with an index code (i.e., timecards, hourly employees, etc.),
than all you need to do is perform a budget query with 7% in the account code
field and your current available budget will be displayed in the “Report Total (of
all records)” field. However if you are paying for wages with an index code, you
will need to calculate your current budget balance by adding together everything
in the “Available Balance” column for account codes 650000-799999. One of the
ways to do this is by performing a “Budget Status by Account” query and then
clicking on the “Download Selected Ledger Columns” button. When the “File
Download” dialog box appears, click on the “Open” button. (Figure 4) This will
open the budget query in an excel spreadsheet.
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The columns that you will need in your spreadsheet to calculate the current
available balance are “Account”, “Account Title”, and “Available Balance”. In
your spreadsheet, insert a row to separate the current operating budget account
codes (650000-799999) from the other account codes. Next, select the cell at
the bottom of the available balance column for the operating budget account

codes. Click the “AutoSum” button (“X”) and then press the “Enter” key. This will

give you the current available balance for your operating budget account codes.
(Figure 5)
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Special Notes

Help with Finance Self-Service can be obtained by:

» Accounting Staff in the Business Services Office
http://www.dixie.edu/busoff/index.html

Developed by:

Eric R. Grob, Staff Accountant
Dixie State College of Utah
Student Services Center (SSC)
Phone: (435) 652 - 7609
E-mail: grob@dixie.edu
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